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INTRODUCTION

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by
the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year old, non-profit, community based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC's training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California's labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Nailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company President,
Ms. Gwen Kaplan, is the recipient of this year's "Excellence In
Business" award from the S.F. Chamber of Commerce. She was also
awarded "the Small Business of the Year" by the California Small
Business Administration. Ms. Kaplan is the president of San
Francisco's Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce so that productivity can be maximized. At Ace Mailing,
this translates into the workers' ability to read and understand
work orders, and to perform the tasks independently. Encouraging
the workers to actively participate at the workplace is also a goal
of the company. Both management and employees agree the ability to
communicate in the English language is the key to enhancing
performance.



Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the
management, supervisors and workers to conduct needs assessments
at the workplace. The team also conducted observations and
participatory work to identify specific job and communicative
skills required at Ace Mailing, Inc. From these assessments,
CRDC was able to design a curriculum to facilitate better
communication between workers and management, and to enable
workers to understand written work orders as well as follow oral
instructions.

Project EXCEL's staff worked closely with management and workers
at Ace Mailing, Inc. and received consistent feedback from the
Ace Mailing management and workers before the curriculum was
finalized. The curriculum consists of 3 modules. The goals and
objectives of each module are explained on the cover of the
modules.
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=Min GUIDE

This module is specifically designed for limited English proficient
adults who need to learn basic skills and language in order to
function effectively at Ace Mailing, Inc. The English proficiency
level of the workers in this class ranges from ESL level 50 to
level 100. All of the students are of Hispanic origin with Spanish
as their native language. They all have very limited education in
their native countries. Some have never taken an English class in
the United States before while several others have taken a semester
or two of Adult Basic Education at a local community college
center.

This text is a beginning, competency-based text that attempts to
integrate coping skills and functional language with essential
language forms, vocabulary, and cultural information needed for the
American workplace.

There is a wide variety of activities within each unit to reinforce
language use. Because teamwork and cooperation are so essential in
the workplace, opportunities for pair practice and group
interaction are important components of this module. Each unit
affords practice in listening, speaking, reading and writing.
Lessons are self-contained and lend themselves to a format in which
one or two activities may be completed within a one hour class
period. Teachers may choose to expand, rearrange, or omit a
particular activity when appropriate. Material from different
units may be taught simultaneously to keep the class interested and
motivated.

Below is a listing of some features and activities that are
included in the workbook. There are also suggested activities to
provide extended practice for students.

Visuals

Visuals are a vital part of teaching. Pictures, hand drawings,
photographs and real objects add realism and relevance to the
learner and enable students (especially beginning students) to
attach immediate meaning to a situation. Every competency can be
pre-taught by using visuals to introduce the new subject.
Flashcards are great tools to have for beginning classes. They can
be used to introduce vocabulary and lend themselves to quick,
periodic review of key vocabulary. Pictures in the text can be
enlarged and made into flashcards for the purposes of introducing
and reviewing words. New topics and exercises should be pre-taught
before students turn to their texts.

iii



Tape

All dialogues and listening activities are pre-recorded on tape.
The tape gives students opportunities to hear different voices and
speaking styles. It also allows for consistent repetitious
listening usually needed in a beginning class.

Dialogues

Dialogues introduces the language in context and the competency.
It is the core from which other activities and expansions in the
unit emerge. The dialogues are intentionally short, no more than
eight or nine lines, to ensure easy listening and repetition. The
following steps are recommended in the presentation of a dialogue:

,. Setting the Scene

Use visuals to generate an impression of what the dialogue might be
about and what language might be used. Teach core vocabulary and
expressions so that students are prepared to comprehend the
dialogue.

2. Listening to the Dialogue

Once the scene is set, the class listens to the dialogue on tape.
The dialogue may be played several times for discussion of meaning
and oral practice. The teacher can play the tape and stop at the
end of a phrase or sentence for students to repeat after it. This
way the teacher can check their listening and give them
opportunities for controlled oral practice.

3. Repetition of the Dialogue

Once the students demonstrate an understanding of the dialogue, the
teacher can model the dialogue for further repetition. First, the
teacher repeats all the lines of the dialogue and the students
repeat after her. Then the teacher takes one role (A) and the
students (B). The roles are reversed for another practice of the
dialogue. Next, the teacher divides the class in half. One half
assumes one role, the other half, the other role. Finally, pairs
of students practice the dialogue while the teacher circulates to
listen for problem areas, offering assistance as needed.

iv
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4. Drills

As the teacher is practicing the dialogue, it may become obvious
that additional drilling of particular phrases needs to be
introduced before the dialogue as a whole can be practiced. Aside
from the repetition drill mentioned above, a teacher may need to
introduce other mechanical drills such as chain, substitution, and
transformation drills for further practice to make the new language
natural. If students have difficulty repeating a phrase, a
"backward buildup" can be used.

5. Further Practice

On subsequent days, further practice of the dialogue can be carried
out in small groups or in pairs. The teacher can cut up the
dialogue into strips. The students are to figure out the order of
the strips and then practice the dialogue among themselves once
they have the dialogue in front of them. Later, A and B strips may
be assigned to each pair partner to make the oral practice more
challenging. One partner gets the A strips and the other, B
strips. They are told not to look at each other's lines. They
then must listen carefully to each other to proceed through the
dialogue. This exercise allows for good listening, speaking and
reading practice.

Listening Activities

Ample listening exercises are provided and recommended to check
student comprehension of the material presented. The use of fill-
ins and listen and circle activities are used to help guide
students with their listening and make them accountable for their
listening efforts. The teacher can play the tape several times.
Once for the students to listen to and perform the task at hand and
a second time in case they miss anything the first time around.
The students can then switch papers to correct each other's
answers. This allows for another opportunity to listen. When the
class goes over the exercise together as a whole, the teacher
should play the tape one more time for corrections. Because the
students are at a beginning level, they usually do not mind
repetitious listening. When the students are asked to correct each
other's papers, it enhances their ability to self-monitor which is
a good language learning skill to acquire at the earliest stages of
second language acquisition.



Interviews

Many units in the text include one or more interview activities.
These activities are designed to help students use previously
practiced language in less controlled situations. Students use the
language for the purpose of obtaining real information from their
partners and later share this information with the rest of the
class. The first student asks the questions and another responds.
The first student listens carefully, asks for repetition or
clarification, and takes notes to share information with the class
at the conclusion of the activity.

To prepare students for this type of activity, the teacher should
first model each question, have students repeat, and check
comprehension. The teacher then asks for a volunteer to help model
the exercise for the other students. Students are then asked to
interview the people closest to them or stand up and roam around
the room to ask others. As students proceed with the activity, the
teacher circulates, provides assistance if needed, and identifies
problem areas for practice later. The final step is for the
students to report back, sharing and discussing the information
they have obtained. This kind of exercise allows for some writing
practice and reading of simple grids.

Pair Practice Activites

Pair practices are used and recommended throughout the module.
Different parts of a dialogue can be substituted with words
suggested by the teacher or students. Students practice a
particular dialogue over and over again substituting a different
term each time until new structures become natural. Teachers
should model the activity several times with an instructional aide
or a student so that other students understand what is to be done
during a paired activity. The teacher should circulate during pair
practices to monitor progress. The teacher can provide further
practice on problem areas with the whole class at a later time.

Information Gap Activities

In information gap activities (Student A/Student B), each partner
has different information. Students must communicate in order to
complete a task. This type of practice is challenging because if
communication is not clear or inadequate, the task cannot be
completed. The steps for information gap activities are the same
as for paired activities except that in information gap activities
students cannot look at each other's papers. It is crucial that
the teacher prepares students well for this kind of exercise. A
dialogue usually precedes an information gap activity and gives
students a model of the type of language they are expected to use
with a particular activity. The teacher then models the first one
or two tasks with students before asking them to work with each
other on their own.

vi
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Reading and Writing Activities

Most of the reading and writing done in class is at the word or
sentence level. Here are some activities suggested for reinforcing
students' reading and writing skills:

1. Picture-Word Match-up

This exercise works well as a paired activity. Person A has a set
of pictures and person B has a set of matching words. The two
students work together to make appropriate matches. Make sure each
partner understands his or her role so that one does not do- the
work for the other. This allows the slower students an opportunity
to contribute. Modeling the language and the procedure for this
exercise for students helps them see the purpose and goals of this
exercise.

2. Dictations

Dictations reinforce with writing the content which has been
previously practiced orally. They help students correlate written
English with spoken English. Teachers can summarize a unit or a
competency by selecting a few words, phrases, or sentences that are
essential for dictation. The teacher reads the words or sentences
at normal speed and the students write the words perceived by them
on a piece of paper. If they do not catch all the words, they
should be allowed to ask for repetition as often as necessary.
Some students may peek into their workbooks or at others' papers.
This is fair game for them because they must know what to look for
and where to look for the right answers. Students are then paired
or grouped to compare and correct each other's sentences. The
teacher circulates around the room for assistance. Several
students are then called to put their answers on the board. By the
time the words or sentences are written on the board, they are
usually 90% correct. The teacher then goes over the remaining
problem areas.

For a low level class, a teacher can help students out by drawing
blanks for words in each sentence on the board during correction
time. students go up to the board to write the sentences out
according to the number of blanks drawn. The teacher checks for
problems, and then proceeds to have the class repeat the corrected
sentences. To provide further oral practice, the teacher can do a
"disappearing board trick." The teacher erases more and more words
from the board until students can eventually repeat the sentences
without much or any written representation at all.

vii
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3. Scrambled Sentences

Scrambled sentences work very well for beginning students. They
make for a good small group activity. Sentences are enlarged and
cut into individual word or phrases and are placed in envelopes to
be passed out to each student group. Students work together to put
the sentence or sentences together. When they believe they have
the words appropriately placed in order, they are asked to write
the sentences on the board. Some teachers like to have the
students hold the words up and line up in front of the class in
correct order. This way, the other students can help correct and
read the sentences out loud. Students learn well and enjoy this
activity because they are able to physically arrange and rearrange
the words.

Many of the activities mentioned above can be made more exciting by
introducing an element of competition into the activity. Prizes
and honorable mention can be given to an individual student or
groups of students for successfully completing an activity first.

Listed above are just some of the more successful interactive
reading and writing activities used in our classrooms. Many more
creative techniques can be found in current ESL literature and
textbooks to reinforce the learning of classroom material.

viii
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OBJECTIVES OF NODULE 1

Module 1 is designed to familiarize Ace Mailing employees with
classroom instruction and procedures, review the basic components
of written English and the numeric system, introduce the importance
of casual communication in the workplace, and help workers follow
and respond to instructions with emphasis on confirming and asking
for clarification when communication breakdowns occur. The aim of
the activities in this module is to enable workers to feel more
comfortable in a classroom setting, encourage workers to initiate
and respond to casual interpersonal exchanges at work, and follow
instructions with greater ease and efficiency.

Students will be able to:

1. Read and write English alphabets in upper and lower case forms.

2. Read, write and comprehend numbers.

3. Make personal contact with co-workers and staff: greetings and
small talk.

4. Ask and respond to personal information questions.

5. Fill out a simple personal information form.

6. Confirm information and ask for clarification.

x
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Say the dialogue.

1

UNIT 1: NAME

A
A no.. Teresa.. Visit_

A: What's your full name?

13: My full name is

Road and write about you.

CIRCLE: MS. NAME

MISS
MRS.
MR.

CIRCLE: MR. MS. MISS MRS. NAME.

Mr.

Ms.

Miss (Last Name)

Mrs.

(First Name)

15



Say the dialogue.

2

A: Excuse me. What's your first name?

8: My first name is Ana.

A: Please spell it for me.

8: A - n - a.

A: What is your last name?

8: My last name is Diaz. D - i a z.

A: D - i - a - z?

8: Yes. That's correct.

Ask your teacher and classmates for their names and write
the information below:

Teacher Student 1 Student 2

What is your
first name?

A

What is your
last name?

16



UNIT 2: GREETINGS

Vocabulary: Good morning.

Good afternoon.

Good evening.

I'm fine.

I'm OK.

Pretty good. / Not bad.

Dialogue 1

A: Good morning, Bob. How are you?

Bs I am fine. And you?

A: Pretty good.

Dialogue 2

A: Good afternoon, Chris. How are you?

B: I'm fine, thanks. And you?

A: Not bad.

Dialogue 3

A: Good evening, Maria. How are you?

B: I'm fine. And you?

A: I'm OK. Not bad.

3



Match sentences to pictures.

4

He is fine.

She is sick.

She is busy.

He is tired.

She is sleepy.

He is thirsty.

She is hungry.

Fill in the missing verbs and their contracted forms.

1. I A rtl tired. reel tired.

2. You sick. sick.

3. She sleepy. sleepy.

4. He thirsty. thirsty.

5. I hungry. hungry.

6. You busy. busy.

18



Vocabulary: Have a nice day!

Have a nice evening!

Have a nice weekend!

Thanks, you too.

Same to you.

Dialogue I

A:. Goodbye! See you tomorrow.

Have a nice day!

B: Thanks, you too!

Dialogue 2

A: Bye! Have a nice evening!

B: Thanks, you too!

Dialogue 3

A: Bye! See you Monday.

Have a nice weekend!

B: Thanks. Same to you!

5



I

Vocabulary: How was your weekend? It was great.

How was yours? It was alright.

How was your vacation? Not so good.

Dialogue 1

A: Julio, how was your weekend?

8: It was great. How was yours?

A: Not bad.

Dialogue 2

A: Tony, how was your long weekend?

8: It was alright. And yours?

A: Not bad.

Dialogue 3

A: Sandy, how was your weekend?

8: Not so good. r

A: Why? What happened?

8: I was sick all weekend.

A: Oh, that's too bad. I hope you feel better now.



UNIT 3: TIME

A: What time is it?
B: It's 6:00.
A: Thank you.

8: You're welcome.

1. 6:00
2. 3:00
3. q:00
4. 1:00

5. 11:00

2L

6. 12:00
7. 8:00
8. 4:00
q. 10:00

10. 7:00



WRITE THE NUMBERS FOR MINUTES.

0
minutes

minutes minutes

11 12 1
minutes 10 2 minutes

1 2 I::

minutes

8
minutes

minutes

minutes

minutes minutes

minutes

USE THE CLOCK. SAY THE TIME.
Hour Minutes

: 15

: 30
3 : 145

7 : 00

22
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Listen and circle the time you hear.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

9



10

Write the time. TIME

1. What time is it? 2: What time is it?

10
1H2 1

2
9 r 3
6

7 5 4

1011121 2
9 er 3
6

7
i

5
4

1).1112 1
4C0. 2

3
6 47 65

1011 29 3
487 6 5\ y

P3O 4 :30 .........
3. What time is it? 4. What time is it?

1112 1 i
10 2 10 2
9 3 9 3
87 54 87

6 54

(/
D. ri In

P14 ..1 L I LI 10 21...
1112 I

4y
r

--i \6 7 6 5

5. What time is it? 6. What time is it?

1021

1:

t"
101112

1 2
43s. 3

7 6 5 4y

in. lc
4.. tr. I 1

a a ::=3e --20.-
87654

7. What time is it? 8. What time is it?

11 12 1
1C422

6 7 6 5 4-
87 54

a 6:31:= 0 /.. le111
OMIIINIMIM

0 ,^4



UNIT 4: TELEPHONE NUMBER

Exercise 1

Listen and circle the number you hear.

A. 536-4212

6. 345.9762

C. 454-8976

D 778-2056

E 626-1139

F. 255.7509

345.9752

454-9976

778-2046

636.1139

251-7509

11

Exercise 2 1 Exercise 3

Listen and write the missing numbers.

A. 5_3_3___-3257

8 . 289- _____82

C . 742-62

D. _5-7160

E 357 _22
F. 652 -27

Listen and write the number you helm

A. 4(02 -806,9

8.

C.

D.

E.

F.



Say the dialogue.

A: What's your telephone number?

B:

A: Excuse me?

B:

Ask your teacher and classmates for their phone numbers.



Telephone Numbers
(Student A)

Say the dialogue.

A: What's the number of Ace Nailing?

Bs It's 863-4221.

A: Could you say that again?

8: It's 8 6 3 - 4 2 2 3.

A: Thanks.

B: You're welcome.

Ask your teacher for the numbers of 1. Ace Mailing
2. Tony's Restaurant

Write answers on the business cards below.

Ask Partner 8 for other missing numbers.

2. 3.

1 -MAILING)

,MM 1 IIND NIMM

1 Main Office:
1 2757 16th

AM, MINIM MO *MID ONINID IIMP MEMO .1111. OWNS 41111P OM",

.111 IMN. Mm.

LEXINGTON AVE. AT 23rd ST.

Tol#
Redteiwza4a

1273 THIRD AVE.

=OMNI III
OW

ORME. e - OMEN.

5. 6.

COOPE AND
TWE N.ACOLS EAS' TWA

"FOR INFORMATION CALL"

691-2303

27

13

PARK
HOSPITAL
PRIVATE HOSPITAL

19 Pork Ave.
001vmen Green St. 9110 Hudson Ave.

CALL

828-7887



1.

Telephone Numbers
(Student B)

Say the dialogue.

At What's the number of Ace Mailing?

B: It's 863-4223.

A: Could you say that again?

Bs It's 8 6 3 - 4 2 2 3.

A: Thanks.

B: You're welcome.

Ask your teacher for the numbers of 1. Ace Mailing
2. Tony's Restaurant

Write answers on the business card below:

Ask Partner A for the other missing numbers:
2. 3.

MARLING)

MOOD

Mein Office:
2757 16th

AVE oww am. Ow. ymino

4.

ttom JAII4

eorge

T ".%-
asilington

250-4932
LEXINGTON AVE. AT 23rd ST.

4

I-o120 AVE.

11.10 0/ MINIO

5,

TANS WOW ARUM

ITHELIS.
EUROPE AND
1HE miDDLI E.AS1 MIA

"FOR INFORMATION CALL"

IMP41 11/I

14

PARK
HOSPITAL
PRIVATE HOSPITAL

la Park Avg.
DelreOtn (Pm St. arid Hymn Aviv

1 ININI

CALL

CITY BANK

&mita
1 a

I
. .



UNIT 5: ADDRESS

MATCH.

90012 Ar

Name

Address

Telephone

City

State

Zip Code

FILL OUT THE FORM.

15

;YLVItt171311. IaZ

p-.......

FT: r.
gi.111111r ilk

Name
first last

Address

City State

Zip Code, Telephone (



What's the address? 16

Exercise 1

Listen and circle the address you hear.

1. 655 State Street 665 State Street.

2. 82 East Avenue 83 East Avenue

3. 428 Pine Street 448 Pine Street

4. 144 Spring Road 1404 Spring Road

5. 139 Take Avenue 129 Lake Avenue

6. 5206 Main Street 5026 Main Street

Exercise 2

Listen and write the missing numbers.

1. 32.5_ South Street

2. Brook Avenue

3. Bay Road

4. __68 Grand Avenue

5. 76__ First Street

6. 5_ River Road

Exercise

Listen

1.

2.

3.

4.

5.

6.

3

and

1112,

write the address you hear.

Main Street

Linden Avenue

Church Road

Oak Street

Penfield Road

Lake Avenue

30



EXERCISE 1

Listen and Circle

A. 94121

B. 94116

C. 94108

D. 94122

E. 94001

F. 94616

What's the zip code?

the number you hear.

94118

94106

94120

94021

94816

17

1

EXERCISE 2

Listen and write the missing numbers.

A. 9 4 / 3 3

B. 9 1 6
VMS 1/0110

C. 2 0

D. 9
OM OM

2 8

E. 8 1 0 5

F. 1 0
Winr

7

3i

EXERCISE 3

Listen and write the zip code.

A. 941/4 /

B.

C.

D.

E.

F.



Say the dialogue.

A: What's your address?

Be

18

A: Could you repeat that?

S:

A: Thank you.

Ask your classmates for their addresses and writ. answers below.

Address

Classmate I

Classmate 2

Classmate 3

Classmate 4

32
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Label 1

0234A
Joe Ferrin
2239 Sanchez St. #7
San Francisco, CA 94118

What's the label #

What's the street?

What's the city?

What's the state?

What's the zip code?

? 02 3 444
Sanchez st:

Label 2

0334D

Acme, Inc.
574 39th Ave.
New York City, NY 10032

What's the label # ?

What's the street?

What's the city?

What's the state?

What's the zip?

Label 3

0474J

ABC Hardware Co.
234 Main St.
Dallas, TX 34314

What's the label # ? What's the state?

What's the city? What's the zip?

a



Address Labels
(Student A)

Say the dialogue:

A: What's the address on label 0234A?

8: It's 2239 Sanchez Street. apartment 7.

A: Spell "Sanchez" for me.

8: S-a-n-c-h-e-z.

A: What's the zip code?

8: 94118.

A: Did you say 9-4-1-1-8?

8: Yes. That's correct.

Ask your teacher for the missing information on 1. Label 0234A
Write the information on the labels below.

Ask Partner 8 for missing information on the other labels.

0234A
Joe Ferrin

San Francisco, CA

0334D

Acme, Inc.

New York City, 10032

0474J

ABC Hardware Co.
234 Main St.

, TX

20
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Address Labels
(Student B)

Say the dialogue:

A: What's the address on label 0234A?

13: It's 2239 Sanchez Street, apartment 7.

A: Spell "Sanchez" for me.

8: S-a-n-c-h-e-z.

A: What's the zip code?

8: 94118.

A: Did you say 9-4-1-1-8?

8: Yes. That's correct.

Ask your teacher for the missing information on 1. Label 0234A
Writ, the information on the label below.

Ask Partner A for missing information on the other labels.

0234A
Joe Ferrin

San Francisco, CA

0334D

Acme, Inc.
574 39th Ave.

NY

0474J

ABC Hardware Co.

Dallas, 34314



UNIT 6 : THE CALENDAR

DAYS OF THE WEEK

Match long forms with short forms.

Sunday Thurs.

Monday Sat.

Tuesday Mon.

Wednesday Fri.

Thursday Sun.

Friday Wed.

Saturday Tues.

Fill in the missing days of the week.

JUNE

S M W

Wed. diiiIiiiiiiiiiiii-...........
1

T F S

Sun. 4iiiiiialiiiii-14-
2

Sat.

4

......-
3

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 24 25

26 27 28 29 30

Write the days of the week.

1. Sun.
deli Hon. 5. Wed.

2. Ar Sat. 6.

3. Tues.^ 7. Thurs.

Fri.

4. At% Tues. 8. Fri. "II

30

22



MONTHS OF THE TZAR

Match long forms with short forms.

January Mar.

February June

March Sept.

April Jan.

May Nov.

June Feb.

July Apr.

August May

September Dec.

October July

November Aug.

December Oct.

Write the missing months.

1. January

2. Febrma7

3. March 7. July 9. September

4. April 8. 10. October

5. 11.

6. 12.

Write the months.

4..116 Nov. drip%1. Dec. Oct.

2.

3. April
OwN

r-.%
July

mr-%
May

AC's 1E1.4%
Jan.

23



Writs the dates that are circled.

August 1991

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1 0 3

4 5 6 (:) 8 9 10

11 12 13 14 071) 16 17

19 20 21 22 23 24

25 26 el 28 29 30

i

(I)

3.

ujust ill/ 191
s:

G.,

December 1991

Sun. Mon. Tues. Wed. Thurs. Fri. Sat

(I) 2 3 4 5 6 7

8 9 10 11 12
073 0

14

15 qb 17 18 19 20 21

22 23 24 25 26 27 @
29 30 31

Dtcemker 1,

0 C)tl
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MAKE A CALENDAR FOR THIS MONTH.

month

C:,
....:t..ii).



Look at a calendar. Write the dates of the following holidays.

1. Valentine's Day

2. Washington's Birthday

3. Independence Day

4. Labor Day

5. Columbus Day

6. Thanksgiving Day

7. Halloween

8. Christmas

otry /41

Ask a classmate about the holidays above. Use the following
dialogue:

A: When is

B: It's on

26



UNIT 7: THE WEATHER

Xatch pictures to sentences.

It's hot.

How's the weather today?

It's cloudy.

It's sunny.

It's cold.

It's raining.

It's windy.

It's snowing.

It's foggy.

27
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The Weather
(Student A)

Say the dialogue.

A: How's the weather in San Francisco today?

B: It's gogay.

Al What's the high?

8: It's MI_ degrees.

A: What's the low?

8: It's 45 degrees.

A: Pardon me?

8: It's 45 degrees.

Ask your teacher for weather information of 1. San Francisco
2. Chicago

Write answers in the box below.

Ask Partner B for the missing weather information of other cities.

City

Today's Weather Around the U.S.

/Ugh LOX Weather

Chicago

Dallas

Los Angeles 0 sunny

Miami

New York City raining

San Diego

San Francisco

Seattle 40 0 windy

Washington D.C.

4
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The Weather
(Student El)

Say the dialogue.

A: How's the weather in San Francisco today?

It: It's foggy.

A: What's the high?

8: It's 1g_ degrees.

A: What's the low?

8: It's gi_ degrees.

A: Pardon me?

8: It's gj. degrees.

Ask your teacher for weather information of 1. San Francisco
2. Chicago

Write answers in the box below.

Ask Partner A for the missing information of other cities.

Today's Weather Around the U.S.

City High. LOS Weather

Chicago

Dallas 5SL_ cloudy

Los Angeles

Miami 15_ EL_ sunny

New York City

San Diego 72 warm

San Francisco

Seattle

Washington D.C. AL_ 12_ windy

45



UNIT 8: WHAT'S THE MATTER?

Ketch words to pictures.

1.

2.

a headache

a stomachache

3. a backache

4. a toothache

5. an earache

6. a sore throat

7. a cold

8. a fever

31



Listening 1 - Listen to the dialogues and circle what you hear.

1.

2.

3.

4.

QV

Listening 2 - Listen to the dialogues and circle what you hear.

1. a. I have a cold.
.11) I have a fever.

c. I have a sore throat.

2. a. I have a stomacheache.
b. I have a fever.
c. I have a headache.

3. a. I have a toothache.
b. I have a cold.
c. I have a sore throat.

4. a. I have a backache.
b. I have an earache.
c. I have a headache.

5. a. I have a sore throat.
b. I have a backache.
c. I have a headache.

6. a. I have an earache.
b. I have a backache.
c. I have a toothache.

.47

32



Say the dialogue.

A: How are you?

IS: Not so good. I'm sick.

A: What's the matter?

B: I have a headache.

A: That's too bad. I hope you feel better soon.

Write and then practice the above dialogue with a partner.
Substitute the above underlined word with words below.

1. She has a eel.(

33

3.

4. 5. 6.



UNIT 9: PERSONAL INFORMATION 34

Country Nationality

ck,

.-A

Language

4igirkk P.

iim4Artloe

Criwo LAP

I'm from I'm . I speak

1. The United States Arneritall English

2. China Chinese

3. El Salvador Spanish

4. Japan Japanese

5. Mexico

6. The Philippines Tagalog and
English

7. Puerto Rico Puerto Rican

[
8. Viet Nam Vietnamese

Word List

Japanese /American Filipino

Spanish Chinese Salvadoran

Vietnamese Mexican Spanish



Nationality / Country / Language

Answer the following questions for each country. Write your
answers below each country:

1. What is your nationality?

2. Where are you from?

3. What language or languages do you speak?

1.

1. art Mexican.
21» Prom HixI speAk Anish.

2.

3. 4.

5. 6.

vNITED
STATES

35
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Say the dialogue.

A: Excuse me. Where are you from?

B: I'm from China.

A: What's your nationality?

B: I'm Chinese.

A: What language do you speak?

B: I speak Chinese and a little English

A: Did you say Chinese and English?

B: That's right.

A: OK. Initial here, please.

Ask your teacher and classmates the questions given below.

Teacher Student 1 Student 2

1. Where are you
from?

2. What's your
nationality?

3. What languages
do you speak?

4. Initials



Say the dialogue.

jimwV AIWA, 2&//P1 VW&

r:771TrTM . 1 1. / 31 , 2477T 7 Trrrn
1.111.'1.413 4 2211M1233n..

.4,23,2..1.41,24.WICOM.W3241.w4.11.
3131132.133112, .1.12133,3213m /VII, Ill.
X11703,303, MI12 I*

N j..1 c.r...............-..-.. ................
3 3

I I ,10.,,,I. 3 I fa=
.3 t4,4111,1 oil iv 8 II 4,1.....13.
SOP 27131. 22313 131371
22 13.3$ 30.3ir . 24 VI 130211301,il",1
$$$$$ .S
11.11.1.,1t3.16,3
'0 0 .11 41112.2

12

A: When were you born?

B:

A: Where were you born?

B:

Write your date of birth.

Date of Birth (DOB)
month day year

Birthdate
month day year

Write your birthdate with numbers.

Date of Birth (DOB) -
month day year

month day year
Birthdate

Write your birthplace.

Place of Birth

Birthplace

37
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Fill out the form.

Date

Last Name First Name

Address

City State Zip Code

Telephone ( )

Birthdate

Birthplace

Interview another student and write down the information.

Last Name

Address

City State Zip Code

Telephone ( )

Birthdate

Birthplace

Date

First Name



Vocabulary: single divorced

married widowed

Dialogue 1

Are you single?

B: Yes, I am.

Dialogue 2

A: Are you married?

B: No, I'm not. I'm divorced.

Dialogue 3

A: What is your marital status?

B: I'm widowed.

A: Since when?

B: Since 1982.

Match pictures to sentences.

1. I'm divorced.

2. I'm single.

3. I'm married.

4. I'm widowed.

39
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Say the dialogue.

A: Where do you work?

B: I work at Ace Mailing.

A: What do you do at Ace Mailing?

B: I'm a mail clerk.

11CLMAILING)

Ask your classmates what they do at Ace Mailing.

Student 1 Student 2
1

Student 3

What do you do
at Ace Mailing?

Lam
. 4

Fill out the form below.

PERSONAL INFORMATION
Please Print

NAME
LAST

TELEPHONE NO

FIRST

ADDRESS

SOC.SEO. NO.-
PLACE OF WORK

JOB TITLE

SIGNATURE

DATE

r
tfr



Say the dialogue.

A:

8:

A:

8:

A:

8:

Job Titles at Ace Mailing
(Student A)

Where does George work?

He works at Ace Mailing.

What does he do there?

He's the Account Executive.

He's the what?

He's the Account Executive.

Ask your teacher for the job title of 1. George
Write the information on the business card below.

Ask Partner 8 for, the job titles of the other two people.

2757 16TH STREET
SAN FRANCISCO,
CALIFORNIA
94103-4293

415. 863-4223
415-863-8265 FAX

George Hamilton

2757 16TH STREET
SAN FRANCISCO,
CALIFORNIA
94103-4293

415-863-4223
415-863-8265 FAX

Gwen Kaplan

galnING

2757 16TH STREET
SAN FRANCISCO,
CALIFORNIA
94103.4293

415. 863-4223

FAX 415-863-8265

ACS

41



job Titles at Ace Nailing
(Student B)

Say the dialogue.

A:

B:

A:

B:

A:

B:

Where does George work?

He works at Ace Mailing.

What does he do there?

He's the Account Executive.

He's the what?

He's the Account Executive.

Ask your teacher for the job title of 1. George
Write the information on the business card below.

Ask Partner A for the job titles of the other two people.

2757 16TH STREET
SAN FRANCISCO.
CALIFORNIA
94103.4293

415. 863-4223

415. 863-8265 FAX

George Hamilton

ACS

2757 16TH STREET
SAN FRANCISCO,
CALIFORNIA
94103.4293

415-863-4223
415-863-8265 FAX

Gwen Kaplan

LMIFP-411-1.1NO

57
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2757 16TH STREET
SAN FRANCISCO.
CALIFORNIA
94103.4293

415-863.4223
FAX 415-863-8265

TONY RIVERA

ACS
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Personal Information

Make questions for the pictures below. Ask your teacher for help
if you don't know. Then ask a partner the questions.

Example: A: What is your name?
8: My name is

1 3

4 5

socIA sEcuotrry

S60-76-2323

8 9

(e;
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Interview your classmates and write down the answers. Ask for
repetition or clarification if necessary.

Repetition:
Excuse me? Pardon me?

What did you say? Could you repeat that?

Clarification: p-I-A-Z? Did you say ro-I-A-Z?

.

Questions Student A

,

Student B

1. What/name?

2. Where/from?

3. Where/live?

4. What/telephone?

5. When/born?

4

6. What/marital status?
.

7. What/do?

.

8. Signature
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I WEREITIALINEQR1u1101

Fill out the form. Please Print.

Name:

First

Address:

Middle Last

Number Street Apartment Number

City State Zip Code

Telephone Number:

Social Security Number:

Sex: _ Male Female Marital Status: _ Single _ Married

Date Of Birth:

Month Day Year

Place of Birth:

Signature Date

GO



REVIEW: THE ALPHABET

Aci a Cc Dc
Ee Ff G9 1-1-10)

MAK 11111v

-Nn---0°- PP
-R-r---Ss Tt--- U-u----V-v

WW XX- Yy 2z



2

J
rC

iv,(2

N
tr 1 y

2

1

1

2

2 -6-

1

3

2

1

ip

ihk

\\//2 MP' lx/2 \y/2

2

1I

1

3-+

7) 1 R; 101



TRACE AND COPY THE ALPHABET.

AA N N

BB 00
P P

D Q

E E RR

S

G T THti U J

I V V

J

K X X

M
GS

YY

Z



FILL IN THE MISSING LETTERS.

I. A B C D E F G

J K= M N= PQR

T U V= X Y Z

2. A C D= F G H

L M= OPQ
S T VWX

WRITE THE ALPHABET.

_A_



50
TRACE AND COPY THE ALPHABET.

as

bb

cc
dd

e e

f

SS'

nn

0 0

PP

99
r

S S

t t

i i V V

i i
kk

W W

X X

YY

ril EL____ Z Z
65



WRITE THE ALPHABET. 51

MATCH THE LETTERS. DRAW A LINE.

2. X

M

Y

K

R

W

N

U

d

e

a

b

g

c

h

f

k

u

r

x

n

y

m

66 w



REVIEW: THE NUMBERS

SAY AND WRITE THE NUMBERS.

I 2 3 4 5 6 .7 8 q 10

II 12 13 14 15 16 17 18 lq 20

21 22 23 24 2526 27 28 29 30

31 32 33 34 35 36 37 38 aq 40

41 42 43 44 45 46 47 48 149 50

51 52 53 54 55 56 57 58 59 60

67



Write the numbers:
53

be /6 /I 20
23 2s.

31 3al
1111

34
4z

4 4

AN

47 48

Write the ODD numbers:

/ 3 .6"

21 Z3

Write the EVEN numbers:

.z9

1/ /7
356 39

Z 4 Iso

.te 341.

LISTENING 1

Listen and write the numbers.'

A) F)

B) G)

C) H)

D)

E)

I)

J)

LISTENING

Listen and write the numbers.

A) IS F)



Listen and write the numbers you hear:

Listening 1 What's the docket number?

a. d.

b. o.

c. f.

Listening 2 What's the company no.?

a. d.

b. e.

c. f.

Liateeing 3 Whats the account #?

a. d.

b. e.

c. f.

5

54



Numbers 55 -

Cardinal Numbers
1 one

2 two

3 three

4 four

5 five

6 six

7 seven

8 eight

9 nine

10 ten

11 eleven

12 twelve

13 thirteen

14 fourteen

15 fifteen

16 sixteen

17 seventeen

18 eighteen

19 nineteen

20 twenty

21 twenty-one

22 twenty-two

23 twenty-three

24 twenty-four

25 twenty-five

26 twenty-six

27 twenty-seven.

28 twenty-eight

29 twenty-nine

30 thirty

40 forty

50 fifty

60

70

80

90

100

200

300

400

500

600

700

sixty

seventy

eighty

ninety

one hundred

two hundred

three hundred

four hundred

five hundred

six hundred

seven hundred

800 eight hundred

900 nine hundred

1,000 one thousand

10,000 ten thousand

100,000 one hundred thousand

1,000,000 one million

Ordinal Numbers
first (1st)

second (2nd)

third (3rd)

fourth (4th)

fifth (5th)

sixth (6th)

seventh (7th)

eighth (8th)

ninth (9th)

tenth (10th)

eleventh (11th)

twelfth (12th)

thirteenth (13th)

fourteenth (14th)

fifteenth (15th)

sixteenth (16th)

seventeenth (17th)

eighteenth (18th)

nineteenth (19th)

twentieth (20th)

twenty-first (21st)

twenty-second (22nd)

twenth-third (23rd)

twenty-fourth (24th)

twenty-fifth (25th)

twenty-sixth (26th)

twenty-seventh (27th)

twenty-eighth (28th)

twenty-ninth (29th)

thirtieth (30)

fortieth

fiftieth

sixtieth

seventieth

eightieth

nintieth

one hundredth

one thousandth

one millionth

f
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UNIT 2: GREETINGS

WRITING-page 4

Fill in the missing verbs. and their contracted forms.

1. I am tired. I'm tired.
2. You are sick. You're sick.
3. She is sleepy. She's sleepy.
4. He is thirsty. He's thirsty.
5. I am hungry. I'm hungry.
6. You are busy. You're busy.

UNIT 3: TIME

LISTENING-page 9

1. 1:08 6. The time is 4:54.
2. 1:58 7. Did you say 2:04?
3. 3:22 8. Did you say 6:21?
4. It's 5:34. 9. It's 7:16.
5. It's 9:19. 10. The time is 8:05.

WRITING-page 10

1. 1:30, 2:30 5. 8:45, 9:45
2. 12:45, 9:00 6. 12:15, 11:15
3. 3:00, 12:15 7. 7:00, 8:00
4. 12:30, 6:00 8. 11:45, 9:00

UNIT 4: TELEPHONE NUMBER

LISTENING-page 11

exercise 1

a. 536-4202 d. 778-2056
b. 345-9752 e. 626-1139
c. 454-8976 f. 255-7509

exercise 2

a. The number is 598-3257. d. It's 755-7160.
b. You've reached 289-1882. e. You've reached 357-1922.
c. The number is 742-6243. f. Call 652-2785 nowt



exercise 3

a. You've reached 462-8069.
b. Call 566-7623 right away!
c. The new number is 681-4269.
d. Did you say 399-8257?
e. Did you say your number is 232-9861.
f. Dial 989-7310.

UNIT 5: ADDRESS

LISTENING-page 16

Exercise 1

1. My address is 665 State Street.
2. My address is 83 East Avenue.
3. I live on 428 Pine Street.
4. I live on 1404 Spring Road.
5. I live on 129 Lake Avenue.
6. My address is 5206 Main Street.

exercise 2

1. The address is 325 South Street.
2. Your address is 1290 Brook Avenue?
3. Did you say 351 Bay Road?
4. Did you say your address is 5368 Grand Avenue?
5. I work at 7624 First Street.
6. It's 504 River Road.

Exercise 3

1. Do you live on 742 Main Street?
2. Did you say 1149 Linden Avenue?
3. I work at 1760 Church Road.
4. I live on 1503 Oak Street.
5. Is it 1276 Penfield Road?
6. Do you live on 1876 Lake Avenue?

LISTENING-page 17

exercise 1

a. 94131
b. 94116
c. 94108

d. 94120
e. 94021
f. 94616



gxercise 2

a. My zip is 94133. d. Did you say 90128?
b. My zip is 95106 e. Is your zip 81035?
c. Is it 76203? f. Is it 10087?

Exercise 3

a. The zip
b. Is your
c. Did you
d. The new
e. The zip
f. The zip

is 94121.
zip 95412?
say 90004?
zip code is 87422.
code is 95133.
of Ace Mailing is 94103.

UNIT 6: THE CALENDAR

WRITING-page 22

Fill in the missing days of the week:
Mon. Tues. Thurs. Fri.

Write the days of the week.
1. Mon. 5. Thurs.
2. Fri. 6. Thurs.
3. Wed. 7. Fri.
4. Mon. 8. Sat.

WRITING-page 23

Fill in the missing
2. February
5. May
6. June

Write the
1. Nov.
2. Aug.
3. Mar.

months.
Sept.
June
Feb.

months.
8. August
11. November
12. December



WRITING-page 24

Exercise 1

1. August 2, 1991 8-2-91 4. August 18, 1991 8-18-91
2. August 7, 1991 8-7-91 5. August 27, 1991 8-27-91
3. August 151 1991 8-15-91 6. August 31, 1991 8-31-91

exercise 2

1. December 1, 1991 12-1-91 3. December 16, 1991 12-16-91
2. December 13, 1991 12-13-91 4. December 28, 1991 12-28-91

WRITING-page 28

1. Seattle
2. San Francisco
3. Los Angeles

LISTENING-page 32

Exercise 1

1. A: What's
B: I have

2. A: What's
B: I have

exercise 2

UNIT 7: THE WEATHER

4. San Diego
5. Dallas
6. Chicago

7. New York City
8. Washington D.C.
9. Miami

UNIT 8: WHAT'S THE NATTER?

the matter? 3. A: What's wrong?
a headache. B: I have a sore throat.

wrong?
a cold.

4. A: What's the matter?
B: I have a fever.

1. A: What's the matter, Anna?
B: I have a fever.
A: Oh no!

2. A: What's the matter, Chris?
B: I'm sick. I have a stomachache.
A: I hope you feel better soon.

3. A: What's wrong, Miguel?
B: I have a sore throat.
A: That's too bad. I hope you feel better soon.



4. A.
B:
A:

5. A.
B:
A:

6. A.
B:
A:

What's wrong, Maria?
I feel terrible. I have a big headache.
I hope you feel-better soon.

What's the matter, George?
I feel terrible. I have a backache.
That's too bad. I hope you feel better soon.

What's
I have
Oh no!

wrong, Ana?
a toothache and an earache.
I hope you feel better soon.
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1. She has a cold.
2. She has a fever.
3. He has a headache.

WRITING-page 34

1. American
2. Chinese
3. Salvadoran
4. Japanese

WRITING-page 35

4. She has a sore throat
5. He has a stomachache.
6. She has a backache.

UNIT 9: PERSONAL INFORMATION

1. I'm Mexican.
I'm from Mexico.
I speak Spanish.

2. I'm Chinese.
I'm from China.
I speak Chinese.

3. I'm Puerto Rican.
I'm from Puerto Rico.
I speak Spanish.

5. Mexican, Spanish
6. Filipino
7. Spanish
8. Vietnamese

4. I'm American.
I'm from the United States.
I speak English.

5. I'm Vietnamese.
I'm from Vietnam.
I speak Vietnamese.

6.



WRITING-page 43

1. What is your name?
2. What is your address?
3. Where do you live?
4. What is your telephone number?
5. What is your social security number?
6. Where are you from? / Where were you born?
7. When were you born?
8. What is your marital status? / Are you married? single?
9. What do you do?

LISTENING-page

Exercise 1

53

REVIEW: THE NUMBERS

a. 4 f. I have 8 envelopes.
b. 7 g. Miguel has 1 label.
c. 2 h. Ana has 10 stamps.
d. 5 i. They have 6 bundles.
e. 9 j. George has 3 boxes.

Exercise 2

a. 15 f. George has 17 stamps.
b. 11 g. Maria has 13 boxes.
c. 17 h. I have 12 bundles.
d. 18 i. She has 14 envelopes.
e. 16 j. He has 19 labels.

LISTENING-page 54

exercise 1

a. 405AF d. 506DG
b. 344FK e. 200DH
c. 780EJ f. 541JD

exercise 2

a. 4032F d. 6709G
b. 5872H e. 4230D
c. 8093B f. 8002C



LISTENING 3

a. 00432F-0034 d. 00015G-0028
b. 05973D-0134 e. 02490C-0231
c. C0763D-0078 f. 01297J-0346

i v
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INTRODUCTION

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by
the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year old, non-profit, community based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC's training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California's labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company President,
Ms. Gwen Kaplan, is the recipient of this year's "Excellence In
Business" award from the S.F. Chamber of Commerce. She was also
awarded "the Small Business of the Year" by the California Small
Business Administration. Ms. Kaplan is the president of San
Francisco's Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce so that productivity can be maximized. At Ace Mailing,
this translates into the workers' ability to read and understand
work orders, and to perform the tasks independently. Encouraging
the workers to actively participate at the workplace is also a goal
of the company. Both management and employees agree the ability to
communicate in the English language is the key to enhancing
performance.
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Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the
management, supervisors and workers to conduct needs assessments
at the workplace. The team also conducted observations and
participatory work to identify specific job and communicative
skills required at Ace Mailing, Inc. From these assessments,
CRDC was able to design a curriculum to facilitate better
communication between workers and management, and to enable
workers to understand written work orders as well as follow oral
instructions.

Project EXCEL's staff worked closely with management and workers
at Ace Mailing, Inc. and received consistent feedback from the
Ace Mailing management and workers before the curriculum was
finalized. The curriculum consists of 3 modules. The goals and
objectives of each module are explained on the cover of the
modules.

project
C Et,

<=tain

EDUCATION PARTNER

CRDC
655 Geary Street
San Francisco, CA 94102

Staff

Chui L. Tsang, Project Director
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TEACHING GUIDE

A. Curriculum Design and Description

This Curriculum for Ace Mailing Module 2 was designed for use
with limited English proficient (LEP) employees who perform basic
job tasks by means of communication with bilingual supervisors in
their native language--Spanish. Consequently, the underlying
rationale of the curriculum is to develop the actual
communication skills an employee at Ace Mailing may need to
perform effectively and productively on the job. Based on this
rationale, the curriculum content is highly communicative and
solely work-related, with each topic landed on a meaningful,
workplace-centered context.

The skills required by the Ace Mailing LEP employees were
synthesized and analyzed from the literacy audit and task
analysis. The specific language competencies and functions were
then identified as indicating locations, taking instructions,
giving sequential instructions, and making requests, each
essentially a topic of a unit.

B. Lesson Format and Teaching Guide

In terms of learning activities, this curriculum covers all four
language skills--speaking, listening, reading and writing. Among
these skills, listening comprehension and speaking are the main
foci which are reinforced with basic reading and writing
activities. Prior to the activities, a few mini-dialogues along
with a list of vocabulary are presented to be focused on in each
unit.

1. Vocabulary

Vocabulary listed in each unitis suggested to be taught along
with the following dialogues or text of instructions rather than
to be taught in isolation. Pronunciation may be emphasized in
this section also.

Due to the fact that once an item (a word or expression) has been
introduced in a given lesson, it will generally not be re-entered
later, the teacher is encouraged to provide practice of items
from past lessons as they come up again in later lessons.

2. Dialogues/Instructions

In this section, vocabulary is assimilated in a meaningful
context in the form of conversation or instruction. Teachers are
encouraged to first read or play the tape (more than once, if

iii
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necessary) for students to simply listen, then explain difficult
words, expressions and usage as necessary.

A suggestion for the follow-up practice on the dialogue section
is role play between the teacher and students, between student
groups, then between individual students. Switch roles after
each role play.

3. Listening

There are two types of listening activities in this curriculum.
One is listening then circling the correct
pictures/words/sentences. For this type of listening activity,
students may find it helpful to do the activity if its
instruction is well explained. Also, teachers may find it
helpful to conduct the listening activity more effectively and
efficiently if a how-to demonstration is given to class in
advance.

The other type of listening activity is dictation--a combination
of listening and writing. Teachers should read the task or play
the tape three times; the first time for students to listen only,
the second time to listen and write (to dictate), and the third
time to check the answers they wrote. Afterwards, correct answers
should be put on the board either by the teacher or students. A
follow-up activity may be role playing or reading the whole task
chorally and/or individually.

4. Speaking (Talk/Listen)

This speaking activity focuses on both speaking and listening.
Before the activity starts, each student should fold the paper
half along the dotted line in the center, and the teacher should
assign each student to be PERSON A or PERSON B. During the
activity, the student should look to only his/her side and listen
carefully when he/she sees 4

whin-

Students should practice this more than once with different
partners, then switch roles (from PERSON A to PERSON B or vise
versa) and practice a few times again with different partners.

peaking

In Unit 1, there is a different form of speaking activity
which focuses on mastery of speech rather than meaningful
communication. Such a pattern practice requires students to
repeat a certain structure in order to master it;
nevertheless, they should understand the context in which
the targeted structure emerged by listening closely. For
example, in the speaking activity on page 5, students are
required to confirm a given instruction by repeating the

iv
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preposition in it:
A: The heater is under the table.
B: Under the table?
A: Yes.

They have to listen carefully to the instruction to be able
to do so because each instruction has a different
preposition, even though repeating the preposition is the
only task in the activity.

5. Reading

Reading activities in this curriculum take on different forms,
some in the form of matching names with pictures or putting
pictures in the right order, and some checking comprehensive
questions based on the reading task. Teachers may repeat each
activity, asking students to cover the reading task and listen
only. Then read the task and elicit correct answers from
students. Teachers may also assign reading activities as
homework.

6. Writing

For those writing activities with a list of sentences (on-the-job
instructions) to be filled in, teachers need to make sure that
students understand each one. They also need to be explained how
the activity should be done. If the writing activity is assigned
as homework, teachers may demonstrate how to fill in the first
blank with the class to assure that students fully understand how
to finish the activity.

The writing task in the last unit requires a response to the
given instruction. Again, teachers may go over the first one
with the class by eliciting possible answers from students after
explaining the instruction of the activity.



OBJECTIVES OF NODULE 2

This module is designed to develop practical job communication
skills to enable an employee to perform responsibly and
productively on the job. The lessons emphasize how to avoid
misunderstandings by learning to listen to instructions, confirm
them, or ask for clarifications when necessary. They also make
the employee familiar with many of the key aspects of
instructions-- location, ziequence of events, action words etc.
Finally, employees learn polite or typical manners of speech for
making requests and confirming/giving instructions.

The material in this module has been designed for students at the
low beginning/intermediate level (ESL 100 level).

The specific objectives of this module are:

1. Asking for locations.

2. Confirming given locations.

3. Taking and giving instructions.

4. Giving sequential instructions.

5. Making polite requests.

vi
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UNIT 1: ASKING FOR LOCATIONS

Vocabulary: on top of
to the left of
under
next to
across from
telephone
stapler
envelope
pen
label
dolly
again

at the bottom of
to the right of
between
behind
over there
box
scissors
basket
pencil.
lapel, machine
move
put-

.

DIALOGUES

Dialogue I. Where's my stapler?

A: Where is the phone?
B: It is on top of the box.
A: Where's my stapler?
B: It's at the bottom of the basket.

Dialogue II. Where are the envelopes?

A: Where are the envelopes?
B: They are to the left of the phone.
A: And where are the books?
B: Over there. They're between the box and basket.

88
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LISTENING 2

You are A. Read the question, listen to your teacher, then check
the correct answer.

1. A: Where is my stapler?
B:

a.

2. A: Where are the envelopes?
B:

a. b.

c.

c.

3. A: Did you see the labels?
B:

c.

4. A: Where is my pen?
B:

a. b. c.

5. A: Where should I put the labels?
B:

a.



Now you are B. Listen to your teacher (A) and check the answer.

6. A: Move the box over there please.
B: Where?
A:

c.

3

7. A: Put the basket there.
B: There?
A: Right,

a. b. c.

8. A: Put envelopes between the basket and box.
B: Could you say that again?
A:

a. b. c.

9. A: Please put the chair behind the label machine.
B: Could you repeat it?
A.

a.

10. A: Move the basket to the left of the box.
B: Here?
A: Yes,

a. b.

50

c.



READING

Look at the picture and check the correct answer for each
question.

I. Where are the labels?

a) They are on the boxes.
b) They are next to the envelopes.
c) They are under the phone.

4

2. Where is the dolly?

a) It is between the table and machine.
b) It is across from the machine.
c) It is behind the machine.

3 Did you see my scissors?

a) They're to the left of the stapler.
b) They're to the right of the phone.
c) They're behind the stapler.

4. A: Put the box over there.
B: Where?
A:

a) Under the table.
b) On the table.
c) Across from the table.

5. A: Move the machine here, please.
B: Here?
A: Right,

a) Behind the chairs.
b) Between the chairs.
c) Across from the chairs.
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UNIT 2: CONFIRMING GIVEN LOCATIONS

Useful expressions:

Could you say that again?
Could you repeat it?
Did you say

Excuse me?
Pardon me?

DIALOGUES

Dialogue I. On the boil

A: Where's my pen?
B: It's on the box.
A: On the box?
B: Yes. tfr
Dialogue II. Did you say across

A: Where are the baskets?
B: Over there, across from the
A: Did you say across from the
B: Right.

SPEAKING

from the label machine?

label machine.
label machine?

5

You are B. Listen to your teacher (A) and confirm the location,
following the example.

EXAMPLE 1--A: The heater is under the table.
B: Under the table?
A: Yes.

1. A: Tony is over there.
B: ?

A: Yes.
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2. A: The envelopes are next to the machine.
B: ?

A: Yes.

3. A: The labels are on top of the boxes.
B: ?

A: Right.

4. A: The stapler is to the left of the phone.
B: ?

A: Yes.

5. A: The dolly is behind the label machine.
B. ?

A: Right.

EXAMPLE 2--A: Move the boxes to the right of the dolly.
B: Did you say to the right of the dolly?
A: Yes.

1. A: Move that box to the left of the machine.
B: ?

C: Yes.

2. A: Put books next to the label machine.
B: ?

A: Yes.

3. A: Put envelopes in the basket.
B: ?

A: Right.

4. A: Put 50 labels in the machine.
B: ?

A: Right.

5. A: Move the machine to the door please.
B: ?

A: Right.
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EXAMPLE 3--A: The chairs are between the tables.
B: Could you say that again?
A: Between the tables.

1. A: The basket is between the envelopes.
B:
A: Between the envelopes.

2. A: The envelopes are at the bottom of the box.
B:
A: At the bottom of the box.

3. A: Put envelopes to the right of the machine.
B:
A: To the right of the machine.

4. A: Put boxes under the table please.
B:
A: Under the table.

Example 4--A: The telephone is on the box.
B: Could you repeat it?
C: The telephone is on the box.

1. A: Move the machine between the chairs.
B: ?

A: Mowes the machine between the chairs.

2. A: Where's my stapler?
B: ?

A: Have you seen my stapler?

3. A: Put envelopes between the box and the machine.
B: ?

C: Between the box and the machine.

4. A: Please move the labels on the table.
B: ?
C: Move the labels on the table, please.



UNIT 3: GIVING DIRECTIONS

DIALOGUES

Dialogue I. Move the dolly.to the label machine.

A: Novo the dolly to the label machine.
B: Could you say that again?
A: Move the dolly to that machine.
B: OK.

Dial ue Ii. Put 50 envelo s on the table.

A: Put 50 envelopes on the table.
B: Where are the envelopes?
A: They're next to the machine.
B: Did you say 50 envelopes?
A: Yes.
B: OR.

SPEARING (Talk/Listen)

Find a partner and practice the following conversations. Fold
the paper along the dotted line and look at your column only.

PERSON it

Z. Where is my stapler?

1mm

Could you say that again?

usi.n

OR. Thank you.

PERSON B

1. 1 usion

It's between the
envelopes and labels.

Between the envelopes
and labels.
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4! wimn

Yes, it's over there.

To the left of the phone.

2. Did you see my stapler?

Where?

US411

Right.

lu#4,1

To the left of the phone?

Thank you.

WRITING

Make sentences following the example.

EXAMPLE 1--Put the books

(Your sentence) Put the books next to the box.

gliZ°EXAMPLE 2--The paper is

(Your sentence) The paper is under the telephone.

1. Put the stapler ern

"14144P

2. Put the mail

3. Move the chair

BEST COPY AVAILABLE

4. The pen is

5. The labels are
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UNIT 4: TAKING INSTRUCTIONS

Vocabulary: stack turn on/turn off
light according to
sort seal
pardon understand
(P.O.) sack bag
postage bundle
heater light

INSTRUCTIONS

1. Stack books next to the label machine.
envelopes on the table.
boxes between baskets and sacks.

2. Turn ca the machine.
off heater

light(s)

3. Sort mail according to zip code.
state
country
postage

4. Put the paper in an envelope.
10 envelopes a bundle.
14 books basket
5 (bundles) box

bag
sack

5. Seal it.
the envelope
the box

9 7
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DIALOGUZS

Dialogue I. Like this?

Tony: Stack envelopes next to the label machine.
Jose: Like this?
Tony: Right. Then, turn on the machine.
Jose: Pardon?
Tony: Turn on the machine. Like this.
Jose: OK.

Dialogue II. I'm sorry. I don't understand.

A: Sort envelopes according to zip code.
B: I'm sorry, I don't understand.
A: Put zip code 941-- in this basket. Put other zip codes in

that basket.
B: I see.

Dialogue III. 15 or 50?

A: Put 15 envelopes in a bundle.
B: 15 or 50?
A: 15. Then put 6 bundles in a P.O. sack.
B: Did you say 6?
A: Yes.
B: OK.

11



LISTENING

Listen to your teacher, then check the correct answer.

1. a. b. c.

12

2. a. b. c.

3. a. b. c.

4. a. b. c.

5. a.

gi?

Floc

b. c.

OD
BEST COPY AVAILABLE



READING (Read and Match) 13

Read each instruction and match it with the appropriate picture.

I. Seal envelopes.

2. Put the paper in an envelope.

3. Stack envelopes between bags
and boxes.

4. Turn on the light.

5. Sort mail according to postage.

6. Put 8 books in a bundle.

7. Stack paper next to the machine.
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SPEAKING (Talk/Listen)

Find a partner and practice the following conversations. Fold
the paper along the dotted line and look at your column only.

PERSON A

1. Stack books on the table.

&on
Stack books on the table.

usi.n

PERSON

1. 1Usti,

Pardon?

Liston

OK.

. Put 7 books in a bundle.

IListen

Yes. And stack the bundles
next to the bags.

Upton

Stack the bundles next to the
bags.

WW1

2.
Liston

Did you say 7?

Won

Could you say it
again?

Wan

OK.

101
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WRITING

The instructions in the box are not in order. Read the following
dialogues and fill in the appropriate instructions from the box.
Use each sentence only once.

Put paper in an envelope.
Put 4 bundles in a sack.
Put 16 envelopes in a bundle.
seal it.
Stack envelopes next to the basket.
Turn on the label machine.

1. A: ..tiLl/Rkepc Pa Ye it) p haSkr74-.
B: Like this?
A: Right, and
B: OK.

2. A:
B: Next to the basket?
A: Right.

3. A:
B: Could you say it again?
A: Turn on the label machine.
B: OK.

4. A:
B: 16 or 60?
A: 16.
B: OK.
A: Then
B: Did you say 4 bundles?
A: Yes.

§;;61;0?41;16'b

10s
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LISTENING

Listen to your teacher and fill in the blanks.

1. Tony, are the envelopes?

2. They are the and the .

3. I'm , I understand.

4. Over

5. Please the paper in an envelope and it.
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UNIT 5: GIVING SEQUENTIAL INSTRUCTIONS

Vocabulary: first then after
tie/tied insert sticker
finally sort statement

INSTRUCTIONS

A.

1. First, stack some books next to the label machine.

2. Check the machine and labels, then turn on the machine.

3. And then check the label on the book.

4. After the books come out of the machine, sort the books

according to state and zip.

6. Then, put 10 books in a bundle and tie them pp with the

machine like this.

7. Then put 3 bundles in a P.O. sack.

B.

1. First, insert a statement and seal the envelope.

2. Then, tie 11 envelopes in a bundle and then put a sticker on

each bundle.

3. Finally, put bundles in P.O. bags.



LISTENING
18

Look at the pictures and listen to your teacher. Then mark the
pictures in the right order.

A.

B.

105
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READING

First, look at the pictures, then, read the instructions, and
then mark the instructions in a right order.

19

1. First, stack envelopes next to the label machine.
2. Then, check the machine and turn it on.
3. After the envelopes come out of the machine, sort them

according to zip code.
4. Then put 15 envelopes in a bundle and tie them up.
5. And then put the bundles in the basket.

After you mark the pictures, cover the instructions and look at the
pictures only, then give instructions according to the right order.

10G
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WRITING

The instructions in the box are not in order. Read the following
dialogue and fill in the appropriate instructions from the box.
Use each sentence only once.

And then put a sticker on each bundle
insert a statement and seal the envelope
Stack envelopes on top of the table
then tie 15 envelopes in a bundle
put the basket next to the envelopes

A: Staek 42/1.49ies. z44,/, Of zqg Ze224

B: Over there?

A: Yes, then

B: Did you say next to the envelopes?

A: Right. Now,

B: Like this?

A: Yes,

B: 15 or 50?

A: 15.

B: OK.

A:
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LISTENING

Listen to your teacher and fill-in the blanks.

A.

21

1. some books the label machine.

2. the machine, turn it

3. the books come out of the machine, the

books according

4. , put books in a bundle and

them with the machine like this.

B.

1. envelopes the table.

2. a statement and the envelope.

3. Then the envelope in the

4. then, the mail according to



UNIT 6: MAKING POLITE REQUESTS

Vocabulary: could may
bring take
no problem meter machine

GETTING READY

Do you sometimes need to ask people to do something for you?
Do people sometimes ask you to do something for them?
Why is it important to make polite requests?

DIALOGUES

Dialogue I. Could you please bring me some envelopes?

A: Excuse me, Tony.
B: Yes?
A: Could you please bring me some envelopes?
B: Where are they?
A: They're next to the table.
B: OK.
A: Thanks.

22

Dialogue II. Could I move the meter machine over there, please?

A: Excuse me, could I move the
meter machine over there, please?

B: Where?
A: There, between the boxes.
B: OK.
A: Thank you.

10i;



Dialogue III. May I come in?

A: Nay I come in?
B: Yes.
A: Could I take out some chairs?
B: How many?
A: Three.
B: No problem
A: Thank you.

LISTENING

May I
come in? ROOM

10

Listen to your teacher and fill in the blanks.

1. me, you come here?

2. you me some green stickers?

?3. How

4. OK, problem.

5. you please

6. I turn off the heater?

7. you.

out the sacks?

1 u
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READING

Read the conversation and answer the questions below.

Tony:

Maria:
Tony:
Maria:
Tony:
Maria:
Tony:
Maria:
Tony:
Maria:
Tony:
Maria:
Tony:

Excuse me, Maria. Could you please bring me some
envelopes?
Pardon?
Could you bring me some envelopes?
Oh, where are they?
They are next to the basket.
Did you say next to the basket?
Right.
OK. How many?
30.
13 or 30?
30.
OK, no problem.
Thank you.

Check YES or NO.

24

1. Tony needs some envelopes.

2. Maria asks Tony to bring her envelopes.

3. The envelopes are to the right of the basket.

4. Tony tells Maria how many envelopes two times.

5. Maria brings Tony 30 envelopes.

WRITING

YES NO

You need to ask people to do something for you. Make polite
requests.

1. You need Maria to bring you 5 P.O. sacks.

2. You want to open the door.

111
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3. You want to move the machine.

4. You want to take 2 chairs.

5. You need Tony to come here.

6. You need some labels.

SPEAXING(Talk/Listen)

Find a partner and practice the following conversations. Fold
the paper along the dotted line and look at your column only.

PERSON A PERSON B

I

1. Excuse me. I 1. q ,...,

(1, Listen
I

I

Yes?

Could you move the machine I

over there?
I quom

ua**,

I

I

No problem.

. Tony, may I take out the bags? I 2. 1
OR, no problem.
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LISTENING

Listen and circle the sentences you hear.

1. a) Could you bring me some stickers?
b) Do you have some stickers?
c) I need some stickers.

2. a) OK.
b) No problem.
c) Right.

3. a) Do you have some chairs?
b) Can I take some chairs?
c) May I take some chairs?

4. a) Can you take out the boxes?
b) Could you take out the boxes?
c) Do you take out the boxes?

5. a) How much?
b) How many?
c) How are you?

6. a) Pardon?
b) Did you say 14?
c) 14 or 40?

1 IS
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UNIT 1: ASKING FOR LOCATIONS

LISTENING

1. It's on the desk.
2. They're on top of the box.
3. Yes, they're between the envelopes.
4. It's over there.
5. Put them next to that machine.

6. Over there, under that table.
7. Across from the table.
8. Between the basket and box.
9. Put the chair behind the label machine.
10. to the left of the box.

READING

1. They are next to the envelopes.
2. It is behind the machine.
3. They're to the left of the stapler.
4. Across from the table.
5. Between the chairs.

SPEAKING

1. Over there?
2. Next to the machine?
3. On top of the boxes?
4. To the left of the phone?
5. Behind the label machine?

1. Did you say to the left of the machine?
2. Did you say next to the label machine?
3. Did you say in the basket?
4. Did you say 50 (labels) in the machine?
5. Did you say to the door?



UNIT 3: GIVING DIRECTIONS

WRITING -- P. 9

1. Put the stapler behind the scissor:.
2. Put the mail in the P.O. sacks.
3. Move the chair between the label machine.
4. The pen is on top of the envelopes.
5. The labels are under the table.

UNIT 4: TAKING INSTRUCTIONS

LISTENING -- p. 12

1. Stack books on top of the table. (a)

2. Put envelopes in the box. (b)

3. Seal envelopes. (a)

4. Put 13 envelopes in the basket. (c)
5. Sort the mail according to zip code. (b)
6. Turn off the light. (a)

WRITING -- p. 15

1. Put paper in an envelope.
seal it.

2. Stack envelopes next to the basket.
3. Turn on the label machine.
4. Put 16 envelopes in a bundle.

put 4 bundles in a stack.

LISTENING -- p. 16

1. Tony, where, are the envelopes?
2. They are between the table, and the baskets.
3. I'm sorry, I don't understand.
4. Over there.
5. Please Rut the paper in an envelope and seal, it.



UNIT 5: GIVING SEQUENTIAL INSTRUCTIONS

LISTENING p. 18

A. First, stack envelopes next to the label machine.
Then, check labels.
And then, turn on the machine.

a.
3

2

1

B. First, insert a (bank) statement in an envelope and seal it.
Then put the envelope in that basket.
After that, tie seven envelopes in a bundle and put a sticker
on each bundle.
Finally, put the bundles in P.O. bags.

s.

2

1
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vramw p. 19

3

WRITING p. 20

1. Stack envelopes on top of the table.
2. Put the basket next to the envelopes.
3. Insert a statement and seal the envelope.
4. then tie 15 envelopes in a bundle.
5. And then put a sticker on each bundle.

LISTENING p. 21

A.
1. stack some books next tg the label machine.
2. Check the machine, then turn it pm.
3. After, the books come out of the machine, sort, the books

according tg zig code.
4. Then, put j4 books in a bundle and tie them with the machine

like this.

B.
1. Stack envelopes gu the table.
2. Insert a statement and seal the envelope.
3. Then gut the envelope in the basket.
4. And then, sort, the mail according to state.



UNIT 6: MAKING POLITE REQUESTS

LISTENING --p. 23

1. excuse me, could you come here?
2. Could you bring me some green stickers?
3. How many?

--4. OK, niq problem.
5. Could you please take out the sacks?
6. MAX I turn off the heater?
7. Thank you.

READING p. 24

1. Tony needs some envelopes. YES
2. Maria asks Tony to bring her envelopes. NO
3. The envelopes are to the right of the basket. NO
4. Tony tells Maria how many envelopes two times. YES
5. Maria brings Tony 30 envelopes. YES

LISTENING

1. A:
B:
A:

p. 26

Excuse me, Maria.
Yes?
Could you bring me some stickers? (c)

B: OK.

2. A: Excuse me, Tony.
B: Yes?
A: Where are the stickers?
B: On top of the table.
A: Could you bring me some?
B: po problem. (b)

3. A: Nay I take some chairs? (c)

B: OK. How many?
A. 3.
B: OK.

4. A: Excuse me, Jose. Could you come over here?
B: OK.
A: Could you take out the boxes? (b)

No problem.B:

1



5. A: Tony, could you bring me some P.O. sacks?
B: How many?
A. 5.
B: OK.

(b)

6. A: Excuse me, Maria. Could you bring me 14 envelopes?
B: Did you say 14? (b)

A: Yes.
B: OK.
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INTRODUCTION

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by
the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year old, non-profit, community based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC's training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California's labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company President,
Ms. Gwen Kaplan, is the recipient of this year's "Excellence In
Business" award from the S.F. Chamber of Commerce. She was also
awarded "the Small Business of the Year" by the California Small
Business Administration. Ms. Kaplan is the president of San
Francisco's Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce so that productivity can be maximized. At Ace Mailing,
this translates into the workers' ability to read and understand
work orders, and to perform the tasks independently. Encouraging
the workers to actively participate at the workplace is also a goal

of the company. Both management and employees agree the ability to
communicate in the English language is the key to enhancing

performance.
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Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the
management, supervisors and workers to conduct needs assessments
at the workplace. The team also conducted observations and
participatory work to identify specific job and communicative
skills required at Ace Mailing, Inc. From these assessments,
CRDC was able to design a curriculum to facilitate better
communication between workers and management, and to enable
workers to understand written work orders as well as follow oral
instructions.

Project EXCEL's staff worked closely with management and workers
at Ace Mailing, Inc. and received consistent feedback from the
Ace Mailing management and workers before the curriculum was
finalized. The curriculum consists of 3 modules. The goals and
objectives of each module are explained on the cover of the
modules.

project
s3c. C EL

<C70

EDUCATION PARTNER

CRDC
655 Geary Street
San Francisco, CA 94102

Staff
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TEACHING GUIDE

A. Curriculum Design and Description

This module was designed for beginning-level ESL learners working
in the mailing industry. The curriculum aims to assist employees
at Ace Mailing in developing the English communication skills
necessary to perform job tasks more effectively. The specific
focus of this material is on the cultural and language skills which
improve employees ability to handle problems on the job, work
cooperatively with co-workers and supervisors, and understand and
communicate the importance of safety rules in the workplace.

To enhance language learning, each unit provides skill practice in
the four language skills (reading, writing, speaking and listening)
and develops these skills within a communicative framework through
role plays and information gap pair and group activities.

B. Unit Features

1. Vocabulary Boxes

The vocabulary boxes at the beginning of each unit highlight
vocabulary which might be new to the language learners. These
vocabulary should be discussed using modeling and realia. The
vocabulary words are continually reinforced throughout the module.

2. Getting Ready

This warm up activity affords learners the opportunity to discuss
problems/issues which they have encountered on the job. The
majority of the Getting Ready activities address possible sources
of cross-cultural differences in expectations of appropriate
behavior in the workplace. Students should be allowed to examine
and discuss these issues from various cultural viewpoints. At the
same time, the instructor should point out those behaviors which
are deemed appropriate in the American workplace.

3. Jazz Chants

Jazz Chants are used to introduce the main language functions of a
section. They provide a lively format for pronunciation,
intonation and grammar practice. Ideally, the instructor should
model the chant a few times while going over the vocabulary,
grammar and functional content. The chant should be practiced
chorally at first. Variations include dividing the class in half
to practice the chants and finally, when students are comfortable
performing the chant they should be given the opportunity to refine

iii



the chant through pair work practice. A listening activity
follows, which encourages learners to focus on discreet points of
the chant.

4. Useful Expressions

Each unit includes boxed useful expressions which are the targeted
language functions for the unit. The useful expressions usually
precede the reading activities and as such serve as further
vocabulary study.

Reading

The Reading passages, which follow a dialogue format, provide a
further context for the targeted language functions. After
reading the dialogues and answering the comprehension questions,
students should be encouraged to role play the dialogues for
further speaking practice.

5. Listening

The listening activities which follow the reading sections, are
generally parts of conversations, which the learner must complete,
given a variety of choices. The tapes which accompany this unit
should be played several times to give all learners ample
opportunity to respond appropriately. On the first listening,
students should be encouraged to listen for the main ideas and
isolate some vocabulary words. The instructor should then elicit
vocabulary from the students and in this way try to reconstruct the
dialogues. Once students have a good idea of the content, they can

listen to the tape several times in order to choose the
appropriate answers.

6. Speaking

Finally, after students have had ample time to develop
understanding of the material, they should feel confident enough to
engage in free form oral activities. The speaking activities take
the form of Talk/Listen, a variety of free form role play and
information gap activities.

7. Writing Activities.

Writing activities are included in most of the units to provide
learners practice in writing complete, grammatical sentences using
the acquired structures.

iv
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OBJECTIVES OF MODULE 3

This module is designed to help employees develop communication
skills and strategies to improve job performance. The emphasis
is on problem solving and reporting problems. Students will
develop skill in identifying and reporting problems to
supervisors. They will be able to discuss work performance and
develop solutions to problems. Lastly, they will have a better
understanding along with the capability to identify and discuss
safety rules and regulations.

The material has been designed for students at the high
beginning/low intermediate level (ESL 100-200 levels).

The specific objectives of this module are:

1. Report typical problems students have at work.

2. Ask co-workers/supervisor for help in solving the problem.

3. Report work completion.

4. Ask for more work.

5. Ask if work is correct.

6. Ask for explanation of incorrect work.

7. Ask about safety rules.

8. Explain safety instructions.



UNIT 1: ASKING FOR HELP

Vocabulary: lift this/these
something sometime

GETTING READY

Look at the following questions. Do you sometimes have these
problems at work? If so, check YES. If not, check NO.

1. You can't lift something.

2. You don't understand how to do something.

3. You can't find something.

4. You run out of something.

1.°C(43

YES NO

1



JAZZ CHANT

Listen to the Jazz Chant and repeat it with your teacher.

I can't lift these boxes.
Can you give me a hand?

Could you help me with this?
I don't understand.

Can you help me?
Please help me.
Could you give me a hand?

Sure, no problem.
Of course, I can!

LISTENING

Sure,
no problem.

2

Listen to your teacher and fill in the blanks.

1. I lift these boxes.

2. you give me a

3. Can help me?

4. you help me with this?

5. help

6. , no problem.

7. Of course,

I;t1
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UNIT: 2 USEFUL EXPRESSIONS

Useful Expressions:

I don't know how to do this.
I can't find it/them.
I ran out of envelopes.
don't have any more papers.

Can you show me?
Can you give me a hand?
Could you help me?

READING

Read the two dialogues and answer the questions on page 4.

Maria:

Tony:

Maria:

Tony:

Maria:

Tony, I don't know how to
do this. Can you show me?

Sure, no problem. Put the
mail to Florida in this bag.

I can't find the mail for
Florida.

Look for the letters FL.
That is Florida.

Oh, okay. I see. Thanks.

Alabama
Alaska
American Samoa
Arizona
Arkansas
California
Canal Zone
Colorado
Connecticut
Delaware
District of Columbia
Florida
Georgia
Guam
Hawaii
Idaho
Illinois
Indiana
Iowa
Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi

AL Missouri
AK Montana
AS Nebraska
AZ Nevada
AR New Hampshire
CA New Jersey
CZ New Mexico
CO New York
CT North Carolina
DE North Dakota
DC Ohio
FL Oklahoma
GA Oregon
GU Pennsylvania
HI Puerto Rico
ID Rhode Island
IL South Carolina
IN South Dakota
IA Tennessee
KS Texas
KY Utah
LA Vermont
ME Virginia
MD Virgin Islands
MA Washington
MI West Virginia
MN Wisconsin
.MS Wyoming

MO
MT
NE
NV
NH
NJ

NM
NY
NC
ND
OH
OK
OR
J'A
PR
RI
SC
SD
TN
TX
UT
VT
VA
VI

WA
WV
WI

WY

(Later on .in the afternoon, another conversation.)

Maria:

Tony:

Maria:

Tony:

Tony, can you help me? I ran out of envelopes.

Sure, there are some over there.

Thanks. Also the bag is full now, but
I can't lift it. Can you give me a hand?

Sure, no problem.

10



Check YES or NO.

1. All the letters to Florida go in one bag.

2. FL is Florida.

3. Maria can lift the bag.

4. Tony cannot lift the bag.

5. Tony ran out of envelopes.

The state is usually abbreviated in an address,
state abbreviated? (see the chart on page 3)

1. 1st + 2nd letters 2. 1st + last letters 3.

Alabama AL Kentucky KY
California...CA Maine ME
Florida FL Maryland MD

Can you give some more examples?

YES NO

4

but how is each

1st + one letter

Alaska AK
Arizona AZ
Missouri MO

4. If the name of a state is composed of 2 words, the abbreviation
is the first letter of each word. For example:

New York NY
North Dakota ND
Rhode Island RI

South Carolina BC
West Virginia WV
District of Columbia DC

Please give more examples of such abbreviations.

Read the states
on the right.

1. Washington
2. Hawaii
3. Colorado
4. Texas
5. Minnesota

on the left and match them with the

MN
CO
TX
HI
WA

6. OR
7. MS
8. MI
9. MO
10. OH

132
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LISTENING

Listen and circle the sentences you hear.

1. a) Can you help me?
b) Will you help me?
c) Could you help me?

2. a) Yes, I can.
b) No, I can't.
c) Yes, I will.

3. a) Sure, no problem.
b) There is a problem.
c) Yes, I will.

4. a) I don't know how.
b) I don't have anymore.
c) I don't know where.

WRITING

These are your problems. Make a question for each
sentence below to ask for help. Number 1 is done for
you. (Review the dialogues on page 3 again if necessary.)

1. The box is very heavy for you

Could you help me. please?

2. You can't find the envelopes.

5

3. You don't have any more papers.

4. You don't know if you should put 6 or 10 in each bundle.



6

SPEAKING (Talk/Listen)

Find a partner and practice the following conversations. Fold the
paper along the dotted line. Look at your column only. A begins
speaking first and B listens.

PERSON A PERSON B

1. Put them in the bag.

Ulitet1

Sure, do it like this.

!Mon

LAW

I don't understand.
Can you show me?

quom
Okay, I see. Thanks.

. I can't lift this.
Can you give me a hand?

Wan

Thanks a lot.

2.
Lugn

Sure, no problem.

ust.41

You're welcome.

3.

Sure, no problem.

quisim

You're welcome

3. I ran out of papers.

Can you help me?

u.t.n

Thanks a lot.
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SPEAKING

Work with a partner. Write a short dialogue together, then
practice them in front of the class. Let's write number 1

together.

These are your problems:

Dialogue 1 You don't have any more mailing stickers.

Dialogue 2 You don't know how many to put in each bundle.

Dialogue 3 You ran out of envelopes.

1e



UNIT 3: MORE PROBLEMS

Vocabulary: P.S. label
typed
old

Cheshire labels
upside down
new

docket
handwrite
take off

GETTING READY

Read the story and circle the correct answer.

Gloria gave Juan Carlos Cheshire labels for a mailing. Juan
Carlos checked the docket. The docket said to use P.S. labels.
Juan doesn't know what to do. What should he do? Circle the
correct answer.

a) Use the Cheshire labels.
b) Use the P.S. labels.
c) Explain the problem to Gloria.

READING

8

Cheshire labels P.S. labels

Read the following dialogue and answer the questions on page 9.

Jose:

Maria:

Jose:

Maria:

Jose:

Maria:

Jose:

Maria, are
The docket

Let me see.
labels.

you sure these are the right labels?
says to use P.S. labels, not Cheshire.

limm...you're right. Use the P.S.

And what about these labels that are upside down?
Should I take them off?

No, put new ones on top of the old ones.

Can I handwrite them?

No, all labels must be typed.

Ok, thanks.

HOOT 'A'N 'A'N
2e913S PuZ LI
113PuS 'IN

Mr. R. Smith
17 2nd Street
N.Y. N.Y. 10011



Check TRUE or FALSE.

1. The docket is correct.

2. Jose should use Cheshire labels.

3. Joes should take the wrong labels off.

4. The labels should be typed.

9

TRUE FALSE

IX AFFIXING ADDRESSED LABEL

Extra List & Label Into'

lGrk Rudy KP.S. Mach .7,04W
Hand

FOLD: MECH. 0 Reg. ONo. 10 Fan
HAND 0 Selfmailer Single 0dd
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UNIT 4: FINISHING WORK

GETTING READY

Read the story and circle the correct answer.

Maria worked hard all morning on a job her supervisor gave her.
She finished the job in the afternoon. Then she had nothing to do.
What should Maria do?

a) Take a break.
b) Wait for her supervisor to tell her what to do next.
c) Tell her superviscr she finished the job.

JAZZ CHANT

Listen to the Jazz Chant and repeat it with your teacher.

I'm done.
I'm done.

The job is finished!

I'm finished.
I'm finished.

The job is done!

I stuffed the envelopes,
and tied the bundles.
I put on the stickers,
and put them in the bags.

I'm done.
I'm finished.
I did my best.

What do you want me to do next?

Now, repeat the Jazz Chant again, changing I to We.
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SPEAKING

Practice the following expressions used in reporting the job is
finished.

Useful Expressions:

I finished
I completed
We completed

I'm
We're

Everything is

stuffing the envelopes
my work.
our work.

all done.
all finished.

done.
finished.

LISTENING

Listen to your teacher and fill in the blanks.

1. done.

2. I'm

3. I put the stickers.

4. I the envelopes.

5. I the bundles.

6. I my best.

7. do want me to do
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UNIT 5 : AS FOR MORE WORK

Useful Expressions:

What do you want me to do now?
us next?

What should I do?
we do?

READING

Read the dialogue and answer the following questions.

Sonja: Bill, I finished my job.

Bill: You finished? Did you tie the bundles and put
mailing stickers on each one?

Sonja: Yes, I did that.

Bill: Good, did you put all the bundles in the bags?

Sonja: Yes, and I put the bags near the door.
What should I do now?

Bill: You can help George stuff the envelopes next. Come
over here, and I'll show you how.

Sonja: OK.

Check YES or NO. YES NO

1. Sonja is done with her work.

2. Sonja tied the bundles.

3. Bill put the bags near the door.

4. Bill wants George to help Sonja.

5. Sonja knows how to stuff the envelopes.



LISTENING

Listen and circle the sentences your hear.

1. a) I'm done.
b) I'm finished.
c) It's completed.

2. a) What do you want me to do?
b) What do you want us to do?
c) What do you want him to do?

3. a) What should I do now?
b) What can I do now?
c) What should we do now?

4. a) I tied the bundles.
b) I put them in bundles.
c) I put the bundles in the bag.

DICTATION

Listen to your teacher and write down what she or he says.

1.

2.

3.

1 4

13
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WRITING

Read the following situations and write what you will say to your
supervisor.

1. You finished stuffing the envelopes.

2. You don't know what to do next.

3. You and Maria are done with the job.

SPEARING

Read the story and write a dialogue about the story. Work with a
partner. When you are finished, practice it in front of the class.

Jose and Miguel are working together on a job. Jose is operating
the sorting machine and Miguel is putting the envelopes in bundles
and tying them with the Bunn Tyer. They are finished and they want
their supervisor to tell them what to do next. The supervisor
wants to know if all of the bundles are tied and in the Post Office
bag.

The supervisor wants them to help Maria stuff envelopes now.

14Z;



15

UNIT 6: ASKING FOR EXPLANATION OF
SOMETHING WRONG

Vocabulary: order
co-worker

Useful Expressions:

This isn't right.
These aren't correct.
You've made a mistake.
You're not doing this right.

check
remember

Can you explain what's wrong?
What is it?
What's the problem?
What am I doing wrong?

GETTING READY

Read the story and circle the correct answer.

Jose gave Lupe a mailing job to do. He told her to put four
papers into an envelope. He showed her the right order. Lupe
was not sure that she understood what to do. What should she do?
Circle the correct answer.

a) Try to remember what Jose said and do the job.
b) Ask a co-worker if she knows how to do the job.
c) Stuff one envelope and ask Jose to check her work.
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JAZZ CHANT

Listen to the Jazz Chant and repeat it with your teacher.

Is this right?
Not quite.

16

Is this right?
Not quite. Is this right? Not quite.

It's not quite right.

It's not right?
No, it's not.
It's not exactly right.

Why, what's the problem?
It's not the right order.

Why, What's wrong?
The order is wrong.

The order is wrong?
Yes, it's wrong.
It's wrong.
The order is wrong.

LISTENING

Listen to your teacher and fill in the blanks.

1. Is this

2. It's quite

3. , what's

4. The is wrong.

5. It's not right.

1 4,-;



READING

Read the

Jorge:

Maria:

Jorge:

Maria:

Jorge:

Maria:

Jorge:

Maria:

dialogue and answer the questions.

Maria, these aren't quite right.

Why, what am I doing wrong?

You're putting the wrong sticker
on the envelopes and you're not
putting the right amount in each bundle.

Oh, can you explain how to do it again?

Sure. First of all, this is a first class
mailing, so each bundle should have ten envelopes.

Oh, I see. Ten in each bundle.
And what's wrong with the stickers?

17

Use the D
and the S
MS is for

Oh, I see

sticker for the same zip,
for the same state.
different states.

. Thanks.

Circle T for true and F for false.

same zip

same state

different states

1. Maria is working on a second class mailing. T F

2. For third class you have to put 10 in a bundle. T F

3. The D sticker is for addresses with the same zip. T F

4. The S sticker is for addresses in different states. T F

5. The MS stickers is for addresses in the same state. T F
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MORE READING

The conversation below is not in the right order. Put a number on
the line to show the correct order. Then practice the conversation
with a classmate.

Why, what's the problem?

Oh, I see.

Is this right?

No, it's not quite right.

You should put 6 in a bundla because it's a
second class mailing.

LISTENING I

Listen to each conversation and
describes the problem.

For example: (you hear)

circle the emphasized word which

A: Is this right?
B: No, it's not quite right.
A: What's wrong?

(you circle)

B: The label is wrong.

envelope ClabeD

1. sticker bundle 4. zip sacks

2. order sticker 5. bundle order

3. country state 6. Cheshire P.S.

LISTENING II

Listen to the tape and circle the sentence that best completes the
conversation.

1. a) No, it's not quite right.
b) What's the problem.
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2. a) It's not quite right.
b) It's the wrong sticker.

3. a) Ten in each bundle?
b) How many for each bundle?

4. a) Oh, I see.
b) Can you explain it to me?

SPEAKING

Work with a partner. Fold your paper in half and only look at your
side. For Number 1 and 2, Person A will describe a picture and
Person B will draw the picture, then Person B will ask Person A if
the picture is right. Change roles for Number 3 and 4.

PERSON A PERSON 8

1. 1.

2. 2.

3. 1 3.

4. 4.
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UNIT 7 SAFETY FIRST

Vocabulary: reach idea
climb jump

shake
ladder

GETTING READY

Read the story and the following statements, then decide which are
good ideas or bad ideas.

Veronica needs more envelopes. The boxes of envelopes are on the
top shelf. She can't reach them. What can she do?

1. Ask a tall person to help.

2. Climb up on some boxes.

3. Try to jump and reach the box.

4. Get a ladder.

5. Try shaking the shelf so the
boxes fall down.

6. Ask the supervisor for help.

GOOD IDEA BAD IDEA

JAZZ CHANT

Listen to the Jazz Chant and repeat it with your teacher.

Watch out! Watch Out!
Why? What is it?

Be Careful! Be Careful!
Why? What's wrong?

That's dangerous. You could hurt yourself.
That's dangerous. You could get hurt.

Oh! I see.
Thanks for warning me.
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1RZJIDING

Read and discuss the safety rules.

1. Keep the work area clean.
2. Wipe up any spills.
3. Use ladders to reach high places.
4. Don't stand on boxes.
5. Keep aisles clear.
6. Don't block doorways.
7. No smoking.

Now, look at the picture. Circle things that are not safe. Then
put the number of the safety rule inside it.

1Picture adapted from YOUR FIRST JOB, Prentice-Hall, 1986
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LISTENING

Review the safety rules on page 21. Listen to the conversations
and write the number and the safety rule.

1.

2.

3.

4.

WRITING /SPEARING

Work with a partner and write a dialogue, in which you should
explain a safety rule to a new worker. When you are finished, act
it out in front of the class. For example:

Jose: Watch out, Mary.
Mary: What? What's wrong?
Jose: Don't stand on boxes. You could hurt yourself.
Mary: Oh.
Jose: Use ladders to reach high places.
Mary: OK.
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Read the safety rules for operating machines.
Then look at the pictures and write down the
safety rules that are broken.

Safety Rules

1. Roll up sleeves.
2. Don't wear jewelry.
3. Keep hair tied up.

4. Don't lean over the machine.
5. Don't wear ties.

Rule(s) Rule(s)

Rule(s) Rule(s)
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LISTENING

Listen to the tape. Write down the safety rule for each
conversation.

1.

2.

3.

4.

WRITING

Rewrite the safety rules on page 21, using "You nust...." or "You
can't...."

1. Keep the work area clean.
You must keep the work area clean.

2. Wipe up any spills.

3. Use ladders to reach high places.

4. Don't stand on boxes.

5. Keep aisles clear.

6. Don't block doorways.

7. No smoking.
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UNIT 1: ASKING FOR HELP

LISTENING p. 2

1. I can't lift these boxes.
2. Could you give me a hand?
3. Can ygu help me?
4. Could you help me with this?
5. please help mg.
6. Sure, no problem.
7. Of course, I can.

UNIT 2: USEFUL EXPRESSIONS

READING p. 4

1. All the letters to Florida go in one bag. YES
2. FL is Florida. YES
3. Maria can lift the bag. NO
4. Tony cannot lift the bag. NO
5. Tony ran out of envelopes. NO

1. Washington WA 6. Or Oregon
2. Hawaii HI 7. MS Mississippi
3. Colorado CO 8. MI Michigan
4. Texas TX 9. MO Missouri
5. Minnesota MN 10. OH Ohio

LISTENING p. 5

1. Could you help me?
2. Yes, I can.
3. There's a problem.
4. I don't have anymore.



UNIT 3: MORE PROBLEMS

READING p. 9

1. The docket is correct. YES
2. Jose should use Cheshire labels. NO
3. Jose should take the wrong labels off. NO
4. The labels should be typed. YES

UNIT 4: FINISHING WORK

LISTENING p. 11

1. I'm done.
2. I'm finished.
3. I put 01 the stickers.
4. I stuffed the envelopes.
5. I tied the bundles.
6. I did my best.
7. What do yom want me to do next?

UNIT 5: ASKING FOR MORE WORK

READING -- 12

1. Sonja is done with her work. YES
2. Sonja tied the bundles. YES
3. Bill put the bags near the door. YES
4. Bill wants George to help Sonja. NO
5. Sonja knows how to stuff the envelopes. NO

LISTENING p. 13

1. I'm finished.
2. What do you want us to do?
3. What should I do now?
4. I put them in bundles.

(b)
(b)
(a)
(b)

DICTATION -- p. 13

1. I finished my job.
2. What do you want me to do next?
3. I stuffed the envelopes and put on the stickers.
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UNIT 6: ASKING FOR EXPLANATION OF SOMETHING WRONG

LISTENING p. 16

1. Is this right?
2. It's not quite right.
3. Why, what's wrong?
4. The order is wrong.
5. It's not quite right.

READING -- p. 17

1. Maria is working on a second class mailing.
2. For third class you have to put 10 in a bundle.
3. The D sticker is for addresses with the same zip. T
4. The S sticker is for addresses in different states. F
5. The MS sticker is for addresses in the same state. F

MORE READING -- P. 18

3 Why, what's the problem?
5 Oh, I see.
1 Is this right?

No, it's not quite right.
4 You should put 6 in a bundle because it's a second class

mailing.

LISTENING I -- P. 18

1. A: Is this right?
B: No, that's not the right sticker for those bundles.

2. A: Why, what's wrong?
B: The sticker is right but the order is wrong.

3. A: What am I doing wrong?
B: You need to write the name of the country.

4. A: What's wrong?
B: You should use the D sticker for that zip.

5. A: What's the problem?
B: You should put ten in each bundle.



6. A: What's the problem?
B: You should use P. S, labels, not Cheshire.

LISTENING II -- pp. 18-19

1. A: Excuse me, is this right?
(a) No, it's not quite right.

2. A: Why? What's the problem?
(b) It's the wrong sticker.

3. A: You're not putting the right amount in each bundle.
(b) How many for each bundle?

4. A: These aren't correct. You need to use the MS sticker for
these envelopes.

(a) Oh, I see.

UNIT 7: SAFETY FIRST

LISTENING -- p. 22

1. A: Hey, watch out! You spilled something.
B: Oh, I'm sorry. I'll clean it up.
2 Wipe up any spills.

2. A: Jose, can you give me a hand?
B: Sure, what the problem?
A: I can't reach that box.
B: Oh, sure. Let me find a ladder.
3 Use ladders to reach high places.

3. A: Julio, can you move those boxes? They are blocking the door.
B: Sure, I'll move them.
A: Thanks.
L. Don't block doorways.

4. A: Javier, you'll have to smoke outside.
B: Oh, okay.

Fo smoking.

LISTENING -- P. 24

1. A: You'll have to ties your hair up when you operate this
machine.

B: OK, I understand.
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2. A: Jorge, be careful. Roll up your sleeves when you operate
that machine.

B: OK, I will.
Roll up sleeves.

3. A: Lydia, you're not allowed to wear jewelry when you're
operating that machine.

B: Oh, I didn't know that.
Don't wear jewelry.

4. A: Miguel! Be careful! You could hurt yourself leaning over
the machine like that.

B: Oh, I see. Thanks for telling me.
Don't lean over the machine.

5. A: Rafael, you are not supposed to wear a tie when operating
that machine.

B: Oh, I didn't know that. Thanks.
Don't wear ties.

WRITING -- F. 24

1. You must keep the work area clean.
2. You must wipe up any spills.
3. You must use ladders to reach high places.
4. You can't stand on boxes.
5. You must keep aisles clear.
6. You can't block doorways.
7. You can't smoke.
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INTRODUCTION

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by

the Career Resources Development Center (CRDC) in partnership with

Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient

(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year-old, non-profit, community-based employment
training agency located in San Francisco and Oakland. CRDC has

trained over 3,500 ethnic minorities and women as office clerks,

bank tellers, cooks, food service and housekeeping workers,

janitors and office automation specialists.

CRDC's training programs focus on LEP workers because they comprise

the vast majority of the workforce at Ace Mailing, Inc. CRDC

recognizes that nearly 90% of California's labor pool will come

from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in

operation for 12 years. The company employs 43 full-time employees

and a large pool of part-time and temporary workers. It has made

a special effort to hire and promote economically disadvantaged

people and LEP workers. Over 90% of its production workers are

Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses

in the state of California. The company President, Ms. Gwen
Kaplan, is the recipient of this year's "Excellence In Business"

award from the S.F. Chamber of Commerce. She was also awarded "the

Small Business of the Year" by the California Small Business

Administration. Ms. Kaplan is the president of San Francisco's

Small Business Commission.

As the company grows, it demands a more sophisticated and skilled

workforce to maximize productivity. This translates into workers'

ability to read and understand work orders, and to perform job

tasks independently. Encouraging the workers to actively

participate at the workplace is also a goal of the company. Both

management and employees agree the ability to communicate in the

English language is the key to enhancing performance.



Curriculum Designed for Ace Nailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the management,
supervisors and workers to conduct needs assessments at the
workplace. The team also conducted observations and participatory
work to identify specific job and communicative skills required at
Ace Mailing, Inc. From these assessments, CRDC was able to design
a curriculum to facilitate better communication between workers and
management, and to enable workers to understand written work orders
as well as follow oral instructions.

Project EXCEL's staff worked closely with management and workers at
Ace Mailing, Inc. and received consistent feedback from the Ace
Mailing management and workers before the curriculum was finalized.
The curriculum consists of 3 modules. The goals and objectives of
each module are explained on the cover of the modules.

EDUCATION PARTNER

CRDC
655 Geary Street
San Francisco, CA 94102

Staff

Chui L. Tsang, Project Director

Mabel Tong, Project Co-director

David Hemphill, External Evaluator

Pennie Lau, Curriculum Developer

Chris Sham, Counselor/Instructor

Stephanie Levin, Counselor/Instructor

Lisa-Ann Lee, Student Intern

Denise McCarthy, Consultant

BUSINESS PARTNER

Ace Mailing, Inc.
2757 16th Street
San Francisco, CA 94103

Personnel

Gwen Kaplan, President

George Hamilton, Account Executive

Mitchel Darrow, Administrative Manager

Tony Rivera, Production Manager
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TEECRING GUIDE

A. Curriculum Design and Description

This module was designed for beginning to intermediate level ESL
employees at Ace Mailing. The curriculum aims to assist them in
developing the English communication skills necessary to provide
good customer service in person as well as on the phone. The
content is highly communicative and work-related, focusing on both
language and cultural skills which improve employees ability to
handle customers independently.

B. Unit Features

1. Vocabulary Boxes

The Vocabulary and Useful Expressions boxes at the beginning of
each unit highlight words and expressions which might be new to the
language learners. They should be discussed using modeling and
realia in a meaningful context, and they should be continually
reinforced throughout the module.

2. Getting Ready

This warm up activity affords learners the opportunity to discuss
the subject to be taught in each unit. It allows students to
express and compare their understanding of the subject with each
other and it addresses cross-cultural differences in expectations
of appropriate behavior in customer service. Students should be
given time to examine and discuss the subject from various cultural
viewpoints. At the same time, the instructor should point out
those behaviors which are deemed appropriate in the American
workplace.

3. Dialoaues

In this section, vocabulary is assimilated in a meaningful context
in the form of conversation. Instructors are encouraged to first
read the whole dialogue or play the tape (more than once, if
necessary) for learners to concentrate on listening and
understanding the overall idea of the dialogue. This can be
followed by an explanation of difficult words, expressions and
usage. The instructor may then ask students to repeat each line
and/or conduct a role play between him/her and students, between
student groups, then between individual students.
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4. Scrambled Sentences

Some units contain scrambled sentences directly or indirectly
adopted from the previous dialogue section with words which should
begin the sentences capitalized. Students may work individually or
as a group to unscramble each sentence and then put the unscrambled
sentences in good order to make a dialogue. Instructors Should
provide plenty of time to allow students to work on the sentences
and dialogues.

5. Listening

The listening activities are generally conversations or parts of
conversations; some require students to circle/write what they
hear, some students must complete, given a variety of choices. The
tape which accompany this unit should be played several times to
give all learners ample opportunity to respond appropriately.

6. Speaking (Information Gan Activities)

In information gap activities, students work in pairs and each
student has different information. Students must communicate in
order to complete a task. This type of practice is challenging
because if communication is not clear or inadequate, the task
cannot be completed. The steps for information gap activities are
the same as for paired activities except that in information gap
activities students cannot look at each other's papers. It is
crucial that the teacher prepares students well for this type of
exercise. To do so, the teacher may model the first task with
students before asking them to work with each other on their own.

7. Speaking/Role Play

For each Role Play activity, students must read and fully
understand the instruction with the teacher's assistance. Each
student working with a partner should read only his/her own part of
the instruction by covering his/her partner's. After each role
play, students should switch roles.

8. Reading & Writing

The reading and writing activities are designed to help students
1) understand information in business cards, and 2) record
telephone messages. Al number of business cards are provided in the
module; teachers are encouraged to use more realia for practice.
As for take a phone message, students are require to listen to
telephone dialogues and then write down the message with or without
a given list of messages.
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OBJECTIVES OF MODULE 4

Module 4 is designed to help Ace Mailing limited English proficient
(LEP) employees develop communication skills and strategies to
provide customers with appropriate services. The emphasis in this
module is on greeting customers and explaining supervisor's or
manager's absences in person as well as on the phone. They will
also develop skills in handling customer requests and in taking
phone messages.

Specifically, students will be able to:

1. greet customers properly,

2. offer help to customers,

3. handle customers' requests,

4. explain supervisor's/manager's absences appropriately,

5. take a message in person and on the phone.

16
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UNIT 1: CAN I HELP YOU?

Vocabulary: customer unavailable
manager message
appointment must
something have to
meet ignore

GETTING READY

1. A customer comes but your manager is not around. What do you
do? (Check as many as you want.)

a. Ignore the customer.

1711b. Look for your manager.

c. Tell the customer to wait.

d. Tell the customer your manager is in the bathroom.

e. Tell the customer your manager is busy right now
and take a message.

2. A stranger comes to the production area. What do you say?
(Check as many as you want.)

a. Hi, how are you?

b. Excuse me, Sir. I must ask you to leave.

c. Can I help you?

d. What are you doing here?

e. Excuse me, is there something I can do for you?

f. Come back later.
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Useful Expression:

Do you have an appointment?
Is he expecting you?
What company are you with?

Please wait here.
I'll be right with you.

DIALOGUE

Minerva: Good afternoon, can I help you?

Customer: Yes. Is George in?

Minerva: Yes. Is he expecting you?

Customer: Yes. We have an appointment to meet at 10:00.

Minerva: What is your name?

Customer: Susan Miller.

Minerva: What company are you with?

Customer: Sierra Club.

Minerva: Please wait here. I'll be right with you.

(to George) George, Susan Miller of Sierra Club is

here to see you.

George: Thanks, Minerva.



SCRAMBLE) SESTEXCES

Words in these sentences are in the wrong order. Write them in
the right order.

1. Tony I for looking am .

I am looking for Tony.

2. expecting he you Is ?

3. name What your is ?

4. with I Pacific Bell am .

5. help I Can you ?

3

RL

'minium aid1;tpj

4wEN
Wu's!

6. company are What you with ?

7. morning called I this .

8. name Juan Garcia My is .

9. Juan Garcia here is you to see .

10. A Just minute .
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Now, put your sentences in the right order to make a dialogue.
Then find a partner and practice the dialogue.

A: Can I help you?

tzeixg
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MORE DIALOGUES

Dialogue 1: Mav I help vou?

Oscar: May I help you?

Customer: Yes. Is Tony in?

Oscar: I'm not sure. Let me check.

I'll be right with you.

Dialogue 2: Could you wait a minute?

Minerva: Can I help you?

Customer: Yes. Where's Tony?

Minerva: He's on the phone right now.

Could you wait a minute?

Customer: Sure.

5

Dialogue 3: Is there something I can do for you?

Customer: Excuse me. Is Tony in?

Miriam: No, he's not. Is there something I can do for you?

Customer: Yes. I need to meet with Tony.

Miriam: Just a moment. Let me check

He's with another customer right now. Can you wait?

Customer: No, I can't. I'm in a hurry.

Could I leave this job order with you?

Miriam: Sure. I'll give it to Tony.



WRITING

Listen and fill in the missing words.

1. I help

2. I you?

6

3. Is something I can do

4. Let me

5. He'll right you.

6. He's

7. He's another customer

8. you a minute, please?

ROLE PLAY

you?

You are A. Find a partner--B and role play the following
situations.

Student A - Ace employee

greet customer

explain Tony is in a meeting

ask customer's name

ask customer's company

express thanks

Student B - customer

ask for Tony

leave job order

give your name

give company name

say goodbye



UNIT 2: TAKING DOWN
CUSTOMER INFORMATION

Vocabulary: sales representative job order
Let me get...(a pen). need to
organization client

DIALOGUE

Client: Is George in?

Oscar: No, he's not. Can I help you?

Client: Yes. I'm a sales representative for Sierra Club.
I need to leave this job order for George.

Oscar: OK. Let me get a pen and paper.
What's your name please ?

Client: It's John Miller.

Oscar: Could you spell it?

Client: J-0-E-N M-I -L-L -E -R.

Oscar: And what's your phone number?

Client: It's area code (510), 790-2853.

Oscar: Could you repeat that?

Client: Sure. It's area code (510), 790-2853.

Oscar: Thank you, Mr. Miller.
I'll give it to George as soon as he comes back.

7



LISTENING

Listen and circle the names and telephone numbers you hear.

A.
1. a) Pete Simon

b) Pete Diamond
c) Bete Zion

3. a) Gill Betters
b) Bill Patters
c) Phil Peters

5. a)
b)
c)

6. a)
b)
c)

7. a)
b)
c)

8. a)
b)
c)

2. a) Joan Garcia
b) John Garcia
c) Jim Garcia

4. a) (415) 335-6224
b) (405) 355-6244
c) (615) 533-4226

(617) 362-5187
(618) 342-5789
(619) 246-5987

Ban McNally, (408) 691-7548
Rand McNally, (408) 451-1576
Ted McNelly, (408) 571-4526

Dale Holden, 678-0796
Di Hudson, 816-0796
Dee Hilton, 876-0194

Aurora Domingo, (510) 751-4538.
Europa Tominco, (501) 751-3528.
Aron Domenjo, (510) 751-4538.

8

S.
You will hear people spell out their names. Write outthe names
below.

1.

3.

5.

2.

4.

6.

C.
You will hear people giving their telephone numbers. Write them

below.

1. 2.

3. 4.

5. 6.
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SPZAKING

Listen to the dialogue. Then find a partner and practice it.

A: What's your name please?
B: Daisy Miller.

Could you spell your first name?
B: D-A-I-S-Y.
A: And your last name?
B: Miller, M- I- L- L -E -R.
A. M-I-L-L-E-R?
B: Yes, that's right.
A: And what's your telephone number?
B: It's area code (619), 823-1390.
A: Could you repeat that?
B: Sure. Area code (619), 823-1390.

Now each student will get a card with a person's name and phone
number. The student is that person. Ask each other for his/her
name and number, then write the information down below.

MAKE NUMBER

1.

2.

3.

4.



SUSINRSS CARDS

coomplay

business
world°e

110)0CS ARE US , Inc.
-----451ELETrIleerise Services

Marganot Chen
Markettng Representative

complay adaress.1666 Market Street
San Francisco, CA 94102

company number (415) 771-1799

Look at the business

A.
company name

company number

company address

job title

logo

S.
company name

company number

company address

job title

logo

cards below. Circle

personal name

personal number

personal address

business services

personal

personal

personal

business

name

number

address

services

personal name

job title

10

the items on the cards.

The Partnership

for San Francisco

11141
San Francisco

Economic
Development
Corporation

465 California Street
San Francisco, CA 94104

(415) 392-0291
FAX 392-5724

Kent 0. Sims President

7514310-
=I ENVELAOCOMPNY

PE

DENNIS WELLS

240 UTILItHELD /VENUE, SOUTH SAN FRANCISCO 14000
(415) 2444250 FAX: (41S) SrA4402
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Read the following business cards and answer the questions below.

A.

1. What is the cardholder's name?

2. What is his titlo?

3. What is the company name?

4. What's its number?

5. What's its address?

6. Is there a logo on this business card? Describe it.
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15.

GOLDEN GATE
RESTAURANT
ASSOCIATION

291 GEARY STREET, SUITE 600
SAN FRANCISCO. CA 94102

(415)761.5348
H (415)761-7690

CECILIA METZ
EXECUTIVE DIRECTOR

1. What is the cardholder's name?

2. What is the title?

3. What is her work number?

4. What is her home number?

5. What is the name of the organization?

6. What is its address?

7. Is there a logo on the business card? Describe it.



DIALOGUE

Oscar: Excuse me, may I help you?

Client: Yes. I'm looking for Tony.

Oscar: He is not in right now.
Is there something I can do for you?

Client: Yes. Could you give this sample to him?

Oscar: OK. Do you have a business card?

Client: Yes. Here it is.

Oscar: Thank you. I'll give it to him as soon as possible.

13

LISTENING

Listen to the tape and circle what you hear.

1. a. Excuse me, may I help you?
b. Excuse me, can I help you?

2. a. Hi, I'm looking for George.
b. Hi, I'm looking for Tony.

3. a. Is there something I can do for you?
b. What can I do for you?

4. a. Could you give this job order to Tony?
b. Could you give this sample to Tony?

5. a. Do you have an expensive car?
b. Do you have a business card?

6. a. I'll give it to him as soon as possible.
b. I'll give it to him as soon as he comes back.
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SCRAMBLED SENTENCES

A.
Words in these sentences are in the wrong order. Put them in the
right order.

1. looking George I'm for .

2. job sample George you give this could to ?

3. office out now he's of right the .

4. you may I help ?

5. business have you do a card ?

6. possible soon give as I'll to as him it .

7. it is Here.

Now, put your sentences in the right order to make a dialogue.
Then find a partner and practice the dialogue.

A:
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MATCHING

Match the questions on the left with appropriate responses on the
right. (There is more than one possible response for each
question.)

1. Hello, may I help you? a. Yes, I do. Here it is.

2. Is there something I can b. Sure. I'll wait a while.
do for you?

3. Do you have a business c. Yes. I need to leave this
card? job order for Tony.

4. Is he expecting you? d. Yes, I'm looking for Tony.

5. Could you wait a minute? e. Yes, he is. We have a
meeting at 1:00.

131



LISTENING

16

Listen to the tape and circle the sentence that best completes
the conversation.

I. a) Let me check.
b) I don't know.
c) Who are you?

2. a) I'm sorry.
b) I don't know.
c) Is there something I can do for you?

3. a) I'm sorry, Tony is not in right now.
b) OK. Do you have a business card?
c) Please come back later.

4. a) I'm sorry, I don't know your name.
b) I'm sorry, I can't spell your name.
c) Could you spell your name?

5. a) Could you repeat that?
b) May I repeat that?
c) Could you spell that?

6. a) I'm sorry. Can you wait?
b) OK. I'll give it to him as soon as he comes back.
c) OK. You can give it to him as soon as he comes back.

ROLE PLAT

You are A. Find a partner--B, and role play the situations.

PERSON A - Ace employes

1. Tony is on the phone now.
Greet the customer. Then,
ask the customer to wait for
Tony.

PERSON B - customer

1. You are with Sierra Club.
You, have a job sample for
Tony.

2. Tony is out to lunch. Greet
and help the customer.

1b2

2. You have a job order for
Ace. Look for Tony. If
he is not in, leave the job
order with another
employee.
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UNIT 3: GEORGE IS NOT IN RIGHT NOW

Vocabulary and Useful Expressions:

just stepped out
in a meeting
in/not in
with a customer

out to lunch
out of the office
away from his desk
take a coffee break

GETTING READY

1. What do you say to a customer when your supervisor or manager
is not in? Write it down.

In Person On the Phone

2. Compare your list with your classmates'. Decide which
responses are good and which are not.

3. What do you say to a customer when your supervisor or manager
is not available? Write it down.

4. Compare your list with your classmates'. Decide which
responses are good and which are not.

165



LISTENING

A. Listen to the response in each dialogue and check "GOOD" or
"BAD."

1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

GOOD S.;41

18

B. Listen to the dialogues and circle the responses you hear.

1. a) in a meeting

2. a) not in

3. a) on the phone

4. a) out to lunch

5. a) in a meeting

ROLE PLAY

b) out of the office

b) out to lunch

b) not in right now

b) just stepped out

b) out to lunch

c) just stepped out

c) with a customer

c) away from home

c) with a customer

c) just stepped out

You are "Person A." Find a partner--"Person B" and role play the
following situations.

PERSON A

1. Tony is not in the office. You don't
know where he is. Greet the customer
and take down his/her name and number.

PERSON S

1. You are with Jade
Printing. You're
looking for Tony.

2. Tony is talking with a customer.
Another customer is looking for him.
Greet the customer and ask him/her
to wait for Tony.

2. You work for Sony
and you need to
talk with Tony
now. You don't
have time to wait
for him.
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WRITING

Choose the sentences that fit in the two categories below.

May I help you?
He just stepped out.
He's with another customer
What can I do for you?
He's in a meeting.

He's out of the office.
Can I help you?

. He's out to lunch.
He's on the phone.
Is there something I can do for
you?

Greeting a customer

1.

2.

3.

4.

Explaining why your

1.

2.

3.

4.

5.

6.

manager is unavailable
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UNIT 4: ANSWERING THE TELEPHONE .

Vocabulary and Useful Expression:

Juana speaking.
urgent
I have no idea...

Can I take a message?
Would you like to leave a message?
I'll give him the message.

DIALOGUE

Listen and practice the dialogue. Then answer the following
questions.

Juana:

Client:

Juana:

Client:

Juana:

Client:

Juana:

Client:

This is Tony's desk. Juana speaking.

Bello, may I speak to Tony, please?

Be is in a meeting right now.
Can I taker a message?

Yes. This is Mary Smith with Sierra Club.
Please tell him to call me back. It's urgent.

OK. What is your telephone number?

It's 578-7324.

I'll give him the message.

Thank you. Bye.

1. Who answered the phone?
a. Mary
b. Tony
c. Juana

2. Who is the caller?
a. Sierra club
b. Mary Smith
c. Juana

3. What's the message?
a. Call Mary back.
b. Meet Mary tomorrow.
c. Mary will call later.

4. Where's Tony?
a. In Sierra Club.
b. On the phone.
c. In a meeting.



SCRAMBLED SENTENCES

Rearrange words in these sentences in the right order.

1. Tony speak may to I ?

2. meeting Tony right in a is now .

3. message I take a Can ?

4. Is your what number telephone ?

5. Tony message give the

ROLE PLR?

Find a partner, follow the instruction and role play the
situation.

PERSON A PERSON B

Answer the phone on Tony's desk.

Explain that Tony just stepped out
Take a message.

21

Confirm the name and phone number.

Tell him/her you'll give Tony the
message.

187

Ask for Tony.

Leave your name and
telephone number.

Tell Tony to call
you back.
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LISTRNIRG

Listen to the dialogues and circle the correct sentences. Then,
write the names and telephone, numbers you hear.

Response Name and Phone Number

1. a.
b.
c.

He's away from his desk.
He's theout of office.
He's in a meeting.

2. a.
b.
c.

She's with a customer.
She's sick today.
She's just stepped out

3. a.
b.
c.

She's in a meeting.
She's not here.
She's away from her desk.

4. a.
b.
c.

He's at lunch.
He's away from his desk.
He's not here.

5. a.
b.
c.

He's busy right now.
He's in a meeting.
He's with a customer.

6. a.
b.
c.

She's out of the office.
She's with a customer.
She's busy at the moment.

1°0 0
r.
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UNIT 5 TAKING PHONE MESSAGES

=WING IEADY

1. What kind of telephone messages do people usually get at work?
Write them down.

2. Have you used a message pad?
Circle the words that you don't understand.

FOR

INFIrba WiTATTig ilitENACI)

DATE TIME

M.

OF

PHONE

A.M.
P.M.

ARIA 00011

TELERIONED PLEASE CALL

CAME TO SE YOU WILL CAL MAIN

WANTS TO SEE= NM
IMAM YOUR CALL SPECIAL AMMON

MESSAGE

SIGNED
urrme$10 USA

TOPS 9 PORM 3002S

189



LISTENING
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Listen to the telephone conversations. Circle the messages.

1. a. Class is canceled today.
b. The meeting is canceled.

2. a. Call Mary Smith back at 567-7634.
b. Meet Mary Smith at City Hall.

3. a. Oscar is sick today. He can't come to work.
b. Juana has an emergency. She can't come to work.

4. a. Joe Kennedy returned your call.
b. Call Joe Kennedy back ASAP.

5. a. Carmen will come in late.
She has an emergency at home.

b. Minerva will come in late. The bus is late.

6. a. Mr. Jones wants to meet you.
b. Mr. Jones will call back later.
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WRITX10

Listen to the dialogues and take down the messages.

will call back later

call her back

Class is canceled

returned your call

set up a meeting

meeting is canceled

is sick. He can't come to work today.

will come in late today.

1. Chris called.

2. Jones wants to

3. Susan Smith called. Please

4. Oscar

5. Henry Metz

6. James Olsen called. The

7. Olga

8. George Wallace

1 5 BEST COPY AVAILABLE
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ItIADING

Read the two messages below. Then answer the questions for each
message.

A. (IMPORTANT. MESSAGE)

KM tiven-
owm TIMEJ-124t)

mlR ring,
CRPC

seioms PiAr) 77r-11,0 X .03
CODS 0M~ WWI*

ILIMOMO ....., .. NIAINCe1V.

Ceeers0181117.1;:;..}tV! AbilLOnik*IN.. .::*

vArersTessito t' 4.ati . ''-f

mwmarrommu' inlaftaMMM

wawa
Slie mr.Ah 74, plize /1- (/Sri 14,-

/pntJf -l'W.rn marl r
ac/i Al r- Igo) ro .2 00e.. _41.7

SIGNED
loT.OMUSA

To riA "Thom fait.
Dote 6123 Poo

WHILE YOU WERE OUT
Thik4. JadaiM

of 0.d4
665-84q3

Area Code Number Extension

TELEPHONED PLEASE CALL

CALLED TO SEE YOU WILL CALL AGAIN

WANTS TO SEE YOU URGENT

I RETuRNEO YOUR CALL IX I

Messner.AkkAggit 414/A1(

111111114-11110/211i711"4345

diri41/
00f611111

1. Who is the message for?

2. Who is the caller?

3. What company is he with?

4. Whats his phone number?

5. Who took the message?

6. What's the message?

152



(IMPORTANT MINISACIII)

SPEAXIXO
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1. Student A--Look at the message pad below. You have some
missing information. Ask Student B for the
information and write it down.

FOR

DATE

M

./94MEIC..
TIMEataa..*-

OF 6(2411E- if 440
PHONE

MM CODS

14.1uPtost '-:::"
:

- 4
insmem444 ..,..

4. 2_2. "A
.1e1...la -

tovelopiyou. i is
...d

;.._.:.-,r;liamilisafratiZ....,;
,....

visol$7021.41,J: - I.: --,.. .pulii: 71:44.W. 171.

ansmatouncou. imokuArsinco ;

PAESSA01,4kmaZdaa61
10fiZe. at41.V& 4040.4.4

.40944. Aetkott 2 /2

SIGNED

2. Student A--Ask Student B about the missing information.

(IMPORTANT MISSAOW)
FOR de..idf..40..,

GATE all vita. ..
M

OF

pmoNE (.4702 3¢2- -2307. 34
if vismcmi.. 11,;,i;

NIANDORYOU.',";:;, :,.1!.,%. WININE.900."!:31, :':
VORINTINIVOLI :'. , - "-aillIAIN .,. 4":1,:!:'.. t.
MINN ENI) Nill.

..-t..
MESSAGE

SIGNED _we/24/
utperou.s.A.

1 3



(IMPORTANT MESSAGE)
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1. Student B--Look at the message pad below. You have some
missing information. Ask Student A for the
information.

FOR

DATE 4eV/4/ fa. nom P.M.

MN

0.", REAISCALL :,-.% ... .ye..
camtionivou.';j. : --4

wensuminaj,`::: 1:::. 1 mum '.3t54.;.7.73.,..
ourrummovoistiat. ' ERMA -.71

SIGNED
ulsomwm

2. Student B--Ask Student A about the missing information.

(IMPORTANT MESSAGE)
FOR

A.M.
DATE TIME P.M.

MS Skei/i7L. A04211.

PHONE
ANIACOOS ONAVIIIMPI

TILIFIOND RDA CALL -. -

MIIIIMNEM . SILLIMILOSAS:. ....

. SENISIMISJA CIS. INISNATVISION"

MESSAGE The a.i2drz
*Jazz- it,f,

dAtiezz-4
IVA

SIGNED
k
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ROLE PLAT

Fiad a partner. Follow the instruction and role play the
sivations. Look only at your part.

STUDENT A STUDENT 8

1. Oony is not in the office
right now. Answer the phone
and take a message for him.

1. Call Tony and tell him you
are going to be 40 minutes
late for work.

2. Tony is with a customer
right now. Answer the phone
and take a message.

2. Call Tony. Tell him you
are sick and you can't come
to work today.

3. Tony is not in. Answer the 3. You work for Dole. Call

phony and take a message for Tony and tell him you want

him. to meet with him on Friday.

4. Tony is out to lunch. Answer 4. You are with Wells Fargo
the phone and take a message. Bank. Call Tony and tell

him you will drop a job
sample at his office
tomorrow afternoon.

5. Tony is i a meeting. Answer 5. You're a sales representa -
the phone for him and take tive with Quick Copy. You

a message. are returning Tony's call.

6. Tony is busy right now.
Answer the phone and take a
message.

6. You work for the Post
Office on 3rd Street. Call
Tony and ask him to call
you back.

7. Chris just stepped out.
Answer the phone on her desk
and take a message for her.

7. Call Chris and tell her you
can't come to class today.
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LISTIMING

Listen to the telephone conversations and take down the messages.

1.

(IMPORTANT MESSAGE)
FOR.

DATE

M

OF.

PHONE

TIME
A.M.
P.M.

NFILOCCIE

CAME TO IR ITV

WM= TO INEYOU

flEIIMINEWAIUR CAM

MESSAGE

NNAINISPI

IREASECALL

WILL CALL AWN

RUM

IPEOOLATTENTION

SIGNED.
UTHCI IN USA.

TOPS FORM 30025



2.

(IMPORTANT MESSAGE)
FOR.

A.M.
DATE P.M.

OF

PHONF
ARM 000111 MUMMER EXTENSION

REAM CALL

MAIE10 la YOU WILL CAU. AMIN

WANTi TO IEE YOU RUSH

RETUNED YOUR MIL Ind& MENTION

MESSAGE.

SIGNED
Nin.UTHO IN

TOPS FORM 3002S

"

31



(IMPORTANT MESSAGE)

3.

FOR.

DATE.

M

TIME
A.M.
P.M.

OF

PHONE
ANSA COOS

I111.WHONED MARE CAU. .

CAME 70 SEE YOU %WILL CAU.MAIN

WANTS') PEE YOU RUM

RETURNED YOUR CALL SPECIAL ATTENTION

MESSAGE

SIGNED
Limo IN U.S A.

TOPS FORM 3002S
1

15..6

32



UNIT 1

SCRAWL= 811INTJUICI8 -- p.3 p.4

1. I am looking for Tony. A: Can I help you?
2. Is he expecting you? B: I am looking for Tony.
3. What is your name? A: Is he expecting you?
4. I am with Pacific Bell. B: I called this morning.
5. Can I help you? A: What is your name?
6. What company are you with? B: My name is Juan Garcia.
7. I called this morning. A: What company are you with?
8. My name is Juan Garcia. B: I am with Pacific Bell.
9. Juan Garcia is here to see you. A: Just a minute.
10. Just a minute. (to Tony) Juan Garcia is

here to see you.

WRITING -- P.6

1. Can I help yak?

2. MAy I help you?

3. Is there something I can do for you?

4. Let me see?

5. He'll be right with you.

6. He's in a meeting.

7. He's with another customer right now.

8. Can you wait a minute, please?

1W)



UNIT 2

LISTENING -- P.8

A.
1. A: What's your name, please?

B: It's Pete Simon. P-E-T-E S -I -M-0 -N.
A: Thank you.

2. A: What's your name, please?
B: Joan Garcia.
A: Could you spell it?
B: J -0 -A -N G-A -R-C -I -A.
A: Thank you, Ms. Garcia.

3. A: May I have your name please?
B: Yes, it's Phil Peters, P -E -T -E -R -S.
A: Could you spell your first name?
B: Sure. It's P -H -I -L.

4. A: And what's your phone number?
B: It's area code 415, 225-6224.
A: Could you repeat that?
B: 335-6224.
A: Thank you.

5. A: My number is area code 618, 342-5789.
B: Area code 618, 3-4-2...5-7-8-9.
A: That's right.
B: Thank you.

6. A: Is George there?
B: No, he's not. Can I help you?
A: Yes. I'm from MCI. I need to leave this job order for

George.
B: OK. What's your name please?
A: It's Ted McNelly.
B: Could you spell it?
A: Ted, T-E-D. McNelley, M-small C-big N-E-L-L-Y.
B: And what's your phone number?
A: It's area code 408, 571-4526.
B: Area code 408, 517-4526.
A: Right.
B: Thank you, Mr. McNelly. I'll give it to George as soon as

he comes back.
A: Thanks. Bye.

7. A: May I have your name please?
B: My name is Dee Hilton, D-E-E H-I-L-T-O-N.
A: Thank you, Ms. Hilton.



8. A: May I have your name?
B: My name is Aurora Domingo.
A: Could you spell that?
B: It's A-U-R-O-R-A D-O-M-I-N-G-0.
A: Thank you. And your phone number?
B: It's area code 510, 751-4538.
A: Thank you.

B.
1. A:

B:
Al

2. A:
B:

B:

3. A:
B:
A:
B:

4. A:
B:
A:
B:
A:

5. A:
B:
A:
B:
A:

6. A:
B:
A:
B:

B:

My last name's Westveer. That's W-E-S-T-V-E-E-R.
Thanks. And your first name?
Drew. D-R-E-W.

What's your first name, please?
Angela.
Is that A-N-G-E-L-A?
That's correct. And my last name is Lin. L-I-N.

My last name's Yau. Y-A-U.
And your first name please, Mr. Yau?
It's Ming. M-I-N-G.
Thank you.

Could I have your first name, please?
It's Thomas.
T-H-O-M-A-S.
That's right. And my last name is De Carlo.
D- E- C- A- R -L -O.

How do you spell your last name, please?
Riley. R-I-L-E-Y.
R-I-L-E-Y.
And my first name is Leila. L-E-I-L-A.
L-E-I-L-A. Thank you, Ms. Riley.

What's your name?
Yamaguchi. Y-A-M-A-G-U-C-H-I.
And your first name?
Christine.
C-H-R-I-S-T-I-N-E?
That's right.

C.
1. My number is 362-5500. 362-5500.
2. Let me give you my number. It's 775-1748.
3. Here's my number. 337-2567. 337-2567.
4. Our number's area code 203, 482-2948. Area
5. My office number is area code 415, 885-0460
6. Do you want my number? It's area code 408,

529-1732.

Zvi

775-1748.

code 203, 482-2948.
. 885-0460.
529-1732.



LISTENING -- p.13

1. A: Excuse me, may I help you?
B: Yes. I need to talk to Tony.
A: He's over there.
B: Thanks.

2. A: Good morning. Can I help you?
B: Hi, I'm looking for Tony.
A: OK. Just a moment.

3. A: May I help you?
B: I need to talk with Tony.
A: He's not in right now. Is there something I can do for you?
B: Well, that's OK. I'll come back later.

4. A:
B:
A3
B:
A:
B:
A:
B:

5. A:
B:
A:
B:
A:

Hi, can I help you?
Uh, yes. I'm looking for Tony.
He is in a meeting right now. May I help you?
Could you give this sample to Tony?
Sure. And what's your name?
Denise Garcia. This is my card.
Thank you. I'll give it to Tony as soon as possible.
Thank you very much. Have a nice day.

Excuse me, may I help you?
Yes. Would you give this job order to George?
Sure. Do you have a business card?
Yes. Here you are.
Thank you. I'll give it to George as soon as possible.

6. A: Excuse me, may I help you?
B: Could you give this sample to Tony?
A: Sure. What's your name...or do you have a business card?
B: Here's my business card.
A: Thank you. I'll give it to Tony as soon as possible.

SCRAMBLED SENTENCES -- p.14

1. I'm looking for George.
2. Could you give this job sample

to George?
3. He's out of the office right now.
4. May I help you?
5. Do you have a business card?
6. I'll give it to him as soon as

possible.
7. Here it is.

40

A: May I help you?
B: I'm looking for George.
A: He's out of the office

right now.
B: Could you give this job

sample to George?
A: Do you have a business

card?
B: Here it is.
A: I'll give it to him as

soon as possible.



MATCHING -- p.15

1. cord
2. cord
3. a
4. e
5. b

LISTAMING -- p.16

1. A: Excuse me. Can I help you?
B: Yes. I'm looking for Oscar. Is he in?
A: Let me check.

2. A: Excuse me, where is Tony's office?
B: Over there, but he is out to lunch.
A: Oh...
B: Is there something I can do for you?

3. A: Can I help you?
B: Yes. I need to drop off this job order with Tony.

OK. Do you have a business card?
4. A: May I have your name please?

B: My name is Vic Peterson with Bank of California.
A: Could you spell your name?

5. A: And what is your telephone number, Mr. Peterson?
B: It's area code 510, 627-6793.
A: Could you repeat that?

6. A: Excuse me, may I help you?
B: Oh, I'm looking for Tony.
A: He's not in right now. Can I help you?
B: Yes. My name is Bob Newman. I'm a sales representative

with Jade Printing. This is my card. Can you give this
job sample to Tony?

A: OX. I'll give it to him as soon as he comes back.

203



UNIT 3

LISTENING -- P.18

A.
GOOD BAD

1. 1
2. 1
3. 1
4. 1
5. 1
6. 1
7. 1
8.
9. 1
10. 1

1. A: Excuse me. Is Tony in?
B: No, he's not. Is there something I can do for you?
A: That's OK. Thanks.

2. B: Can I help you?
A: Yes. Where's Tony?
B: He's on the phone right now. Could you wait a

while?
A: Sure.

3. A: Excuse me. Is George in?
B: I don't know.
A: Do you know where he is?
B: I don't know...

4. B: May I help you?
A: Yes. Is Tony in?
B: I'm not sure, but let me check.

5. A: Excuse me. Is Tony in?
B: No, he's not in.
A: When will he be back?
B: 2 o'clock. Please come back at 2 o'clock.

6. A: Excuse me. Is this Tony's office?
B: Yes.
A: Is he in?
B: Yes.
A: Can I talk to him?
B: Yes.
A: Where is he?
B: Over there.

2



7. A:
B:
A:
B:
Al

8. AA
B:

9. AA
B:
A:
B:

in A:
B:

A.
B:

B.
1. A:

B:

A:
B:

2. A:
B:
A:
B:

3. A.
B:

A.
B:

4. Al
B:
A:
B:
A:
B:
A.

5. A:
B:
A.

B:

Can I help you?
Yes, please. Could you give this envelope to Tony?
Sure. Do you have a business card?
Yes...here it is.
Thank you. I'll give it to him as soon as he comes possible.

Excuse me, I need to talk to Tony.
He's in the bathroom right now. Please wait.

Excuse me, where is Tony?
He went out.
Where did he go?
He went to deposit his check.

Excuse me,
Tony? Let
He is in a
No, that's
OK.

Excuse me,
Tony? Let
He is in a
No, that's
OK.

I'm looking for Tony.
me check...
meeting right now. Can I help you?
OK. I'll come back later.

I'm looking for Tony.
me check...
meeting right now. Can I help you?
OK. I'll come back later.

Excuse me, can I help you?
Yes. I'm looking for Tony.
He is on the phone right now. Would you like to wait?
Sure.
Have a seat.

Excuse me, where is Tony's office?
He is with a customer right now. Can I help you or
would you like to wait?
I'll wait.
OK. Have a seat.

Where is Tony?
He just stepped out.
When will he be back?
I'm not sure. Is there something I can do for you?
Yes. Could you give this docket to Tony?
Sure, no problem.
Thank you.

Excuse me, may I help you?
Yes, you may. Where's Tony's office?
Over there, but he is on the phone right now. He'll be right
with you.
Thanks.
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UNIT 4

SCRAMBLED SENTENCES -- p.21

1. May I speak to Tony?
2. Tony is in a meeting right now.
3. Can I take a message?
4. What is your telephone number?
5. I'll give Tony the message.

LISTENING -- P.22

1. A: Excuse me, I'm looking for Tony.
B: Tony? Let me check...

He is in a meeting right now. Can I help you?
A: Yes. Could you give this sample to him?
B: Sure. What's your name, please?
A: Bill Robinson.
B: Could you spell it?
A: B-I-L-L R- O- B- I- N- S -O -N.
B: What's your phone number?
A: It's area code 510, 937-5820.
B: Thank you, Mr. Robinson. I'll give it to Tony as soon as

possible.

2. A: Excuse me. Where can I find Ms. Gwen Kaplan?
B: Let me check...

She didn't come in. She's sick today. Can I help you?
A: Could you give this package to her?
B: Sure. May I have your name please?
A: Jackie Adams, A-D-A-M-S.
B: A-D-A-M-S?
A: Correct.
B: And what's your phone number?
A: 861-2579.
B: Could you repeat that?
A: It's 861-2579.
B: Thank you.
A: Tell her to give me a call.
B: OK. I'll give the package and the message to her as soon

as possible.

3. (ring...ring)
A: Hello, this is Tony's desk. Chris speaking.
B: May I speak to Olga?
A: I'm sorry, she's not here right now. Can I help you?
B: Yes, could you tell her to call Miguel at 556-7904?
A: OK...call Miguel at... ...could you repeat your number?
B: Sure. It's 556-7904.
A: Thank you. I'll give her the message as soon as she comes

back.
B: Thank you very much. Bye.



4. (ring...ring)
A: Hello, this is Mike Handerson's desk. Angela speaking.
B: Good morning, this is Jim Dalton. May I speak to Mr.

Henderson?
A: I'm sorry, he's away from his desk right now. May I help

you?
B: Yes, could you tell him to call me back at area code 408,

770-4538?
A: Area code 408, 770-4538?
B: Right.
A: What's your name again?
B: Jim Dalton, D-A-L-T-O-N.
A: Thank you, Mr. Dalton. I'll give him the message as soon as

possible.

5. (ring...ring)
A: Hello, this is Tony's desk. Oscar speaking.
B: Hello, can I speak to Tony?
A: I'm sorry, he's with a customer right now. Would you like to

leave a message?
B: No, thanks. I'll call back later.
A: OK. Bye.

6. (ring...ring)
A: Hello, this is Mabel's office, Chris speaking.
B: Can I talk to Mabel?
A: She's busy at the moment. Would you like to leave a message?
B: Yes. Please tell her to call Ted Simpson.
A: Could you spell it?
B: T-H-D S-I-M-P-S-O-N.
A: And what's your phone number?
B: It's area code 510, 790-247.
A: Thank you, Mr. Simpson. I'll give her the message as soon as

possible.
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UNIT 5

LISTENING -- p.24

1. A: This is Tony's desk, Oscar speaking.
B: Hi, Oscar, this is Chris. Can I speak to Tony?
A: He is in a meeting right now.
B: I see. Could you tell him and other students that there's

no class today?
A: OK.
B: Thanks, Oscar. See you tomorrow.

2. A: This is Tony's desk, Miriam speaking.
B: Hello, may I speak to Tony?
A: I'm sorry, he just stepped out. Would you like to leave a

message?
B: Yes, please tell him to call Nary Smith at 567-7634.
A: All right...call Mary Smith at 567-7634.
B: Thank you. Bye.

3. A: This is Tony's desk.
B: Hello, this is Oscar. May I speak to Tony?
A: He is not in the office right now. Would you like to leave

a message?
B: Yes. Please tell him I'm sick. I can't come to work today.
A: OK, Oscar. I'll give him the message.

4. A: Good morning. Ace Mailing.
B: Good morning. This Joe Kennedy at Bank of America. May I

speak to Tony?
A: I'm sorry, he is on the phone right now. Would you like to

leave a message?
B: Yes. Please tell him to call me back ASAP. My number is

775-4537.
A: OK. I'll give him the message as soon as possible.

5. A: Good morning. Ace Mailing.
B: Hello, this is Carmen. May I speak to George?
A: I'm sorry, George is with a customer. Would you like to

leave a message, Carmen?
B: Yes. Please tell him I will come in late. I have an

emergency at home.
A: OK. I'll tell him as soon as possible.

6. A: This is Tony's desk. Terry speaking.
B: This is Thomas Jones. Is Tony in?
A: No, he's not in right now. Would you like to leave a

message?
B: Sure. I called him early this morning and I would like to

meet him tomorrow afternoon. Tell him to call me back at
Area code 510, 565-8477.

A: OK, Mr. Jones. I'll give him the message as soon as
possible.
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LISTZNING -- p.25

1. A: This is Tony's desk, Oscar speaking.
B: Hi, Oscar, this is Chris. Can I speak to Tony?
A: He is in a meeting right now.
B: I see. Could you tell him and other students that there's

no class today?
A: OK.
B: Thanks, Oscar. See you tomorrow.
A: Bye, Chris.

2. A: This is Tony's desk. Juana speaking.
B: This is Thomas Jones. Is Tony in?
A: No, he's not in right now. Would you like to leave a

message?
B: Sure. I called him early this morning and I would like to

set up a meeting with him tomorrow afternoon. Tell him to
call me back at Area code 510, 565-8477.

A: OK, Mr. Jones. I'll give him the message as soon as
possible.

3. A: This is Tony's desk, Miriam speaking.
B: Hello, may I speak to Tony?
A: I'm sorry, he just stepped out. Would you like to leave a

message?
B: Yes, please tell him to call Susan Smith at 415, 239-6543.
A: OK, Ms. Smith. I'll give him the message as soon as

possible.

4. A: This is Tony's desk.
B: Hello, this is Oscar. May I speak to Tony?
A: He is not in the office right now. Would you like to leave

a message?
B: Yes. Please tell him I'm sick. I can't come to work today.
A: OK, Oscar. I'll give him the message.
B: Thank you. Bye.

5. A: Good morning. Ace Mailing.
B: Good morning. This Henry Metz at Wells Fargo Bank. May I

speak to Tony?
A: I'm sorry, he is on the phone right now. Would you like to

leave a message?
B: No, that's OK. I'll call back later.
A: OK, Mr. Metz. Bye.

6. A: Good morning. Ace Mailing.
B: Good morning. This is James Olsen at Bank of America. May

I speak to Tony?
A: I'm sorry, he is on the phone right now. Would you like to

leave a message?
B: Yes. Please tell him the meeting is canceled.
A: OK. I'll give him the message as soon as possible.
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7. A: Good morning. Ace Mailing.
B: Hello, this is Olga. May I speak to Tony?
A: I'm sorry, Tony is with a customer. Would you like to

leave a message, Olga?
B: Yes. Pleas. tell him I will come in late.
A: OK. I'll tell him as soon as possible.
B: Thank you. Bye.

8. A: Hello, this is Tony's desk. Minerva speaking.
B: Hello, this is George Wallace at Marshall Printing. I'm

returning his call.
A: Excuse me, what's your name again?
B: George Wallace, W -A-L -L -A -C -E.
A: OK, hold on...

("Excuse me, Tony, George Wallace is returning your call.")
Mr. Wallace, he'll be right with you.

A: Thank you.

LISTENING 01

1. Receiver:
Caller:
Receiver:

Caller:
Receiver:
Caller:
Receiver:
Caller:

2. Receiver:
Caller:
Receiver:

Caller:

Receiver:
Caller:

Receiver:

Caller.
Receiver:

p.30

Accounting Department, this is Jane.
Hello, is Marge there please?
I'm sorry, she's away from her desk. Could I take
a message?
Yes, please have her call Joan at 657-4994.
Okay, this is joan at 657-4994.
That's right.
I'll see that she gets the message.
Thanks. Good-bye.

Marge Peterson's desk. This is Jane.
Hello, may I speak to Marge, please?
I'm afraid she's not in at the moment. Would you
care leave a message?
Yes, this is Pablo. Could you tell her that I won't
be able to make our lunch date tomorrow? I'll be
out of town,a nd I'll phone her back next week.
Okay, Pablo. Does she have your number?
She has it, but let me give it to you again. It's
586-3759.
Okay, let me see if I got that. This is Pablo at
586-3759. You can't make the lunch date tomorrow,
and you'll phone her back when you get back in town
next week.
Yes, that's it. Thanks a lot.
You're welcome. I'll see that she gets the message.



3. A: This is Tony's desk. Oscar speaking.
B: Good morning. This is Jane Watson at Bank of America. May

I speak to Tony?
A: I'm sorry, he is on the phone right now. Would you like to

leave a message?
B: Yes. Please tell him the meeting is canceled.
A: OK. What's your name again?
B: Jane Watson. W-A-T-S-O-N.
A: How do you spell your first name?
B: J-A-N-E.
A: J-A-N-E. Thank you. And what's your phone number?
B: It's area code 510, 791-2738.
A: Okay, Ms. Watson. I'll give him the message as soon as

possible.
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INTRODUCTION

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by
the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year old, non-profit, community based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC's training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California's labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company President,
Ms. Gwen Kaplan, is the recipient of this year's "Excellence In
Business" award from the S.F. Chamber of Commerce. She was also
awarded "the Small Business of the Year" by the California Small
Business Administration. Ms. Kaplan is the president of San
Francisco's Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce so that productivity can be maximized. At Ace Mailing,
this translates into the workers' ability to read and understand
work orders and to perform the tasks independently. Encouraging
the workers to actively participate at the workplace is also a goal
of the company. Both management and employees agree the ability to
communicate in English at work is the key to enhancing performance.
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Curriculum' Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the management,
supervisors and workers to conduct needs assessments at the
workplace. The team also conducted observations and participatory
work to identify specific job and communicative skills required at
Ace Mailing, Inc. From these assessments, CRDC was able to design
a curriculum to facilitate better communication between workers and
management, and to enable workers to understand written work orders
as well as follow oral instructions.

Project EXCEL's staff worked closely with management and workers at
Ace Mailing, Inc. and received consistent feedback from the Ace
Mailing management and workers before the curriculum was finalized.
The curriculum consists of 3 modules. The goals and objectives of
each module are explained on the cover of the modules.

/10011/777111\s C E 4
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CRDC
655 Geary Street
San Francisco, CA 94102

Staff
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TEACHING GUIDE

A. Curriculum Design and Description

This module was designed for higher beginning to intermediate level
ESL employees at Ace Mailing. The curriculum aims to assist them
in developing the literacy skills necessary to read and fill out
the three major post office (PS) forms for bulk business mailing.
The content is less communicative than the previous modules yet it
remains highly work-related to improve employees' ability to handle
the reading and writing of the forms.

Each form is broken down into sections taught and practiced
individually. In later units after each section on a form has been
introduced, students are required to fill out the entire form based
on given job order information. Monitored by the teacher, each
student should be allowed enough time to work on the form
individually and then compare his/her form with other students' in
the follow-up discussion.

B. Unit ?natures

1. Vocabulary Boxes

The Vocabulary at the beginning of each unit (except Unit 4)
highlight words which might be new to the language learners. Using
modeling and realia, teachers may find it effective in introducing
words pertinent to the PS forms. Vocabulary should also be
constantly reinforced whenever possible.

2. Getting Ready

This activity affords learners the opportunity to discuss the
subject to be taught--different classes of mail and the three PS
forms used at work. It allows students to express their
understanding of the subject and different aspects of bulk business
mailing.

3. Reading

The Reading sections, which includes reading a section of a form
and reading job order instructions with a sample letter, provide a
context for the form filling exercises. After reading the form or
instructions and answering the comprehension questions, students
should be encouraged to discuss their experience in processing
actual business mail, identifying what they did on the job with
what they read for the reading activities.

iii
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4. Writing

Following the reading sections, the writing activities provide
learners practice in filling out different sections of forms and
different forms. Students should be encouraged to use both
information acquired from previous activities and their own
experience to successfully complete the writing sections. Teachers
should also make certain that each student fully understands the
instructions, and that the students have enough time to finish each
writing activity.

4-
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OBJECTIVES OF MODULE 5

Ace Mailing Module 5 encompasses post office forms. It is
primarily concerned with the student making the leap from inserting
and sorting mail to filling out the three most frequently used bulk
business mailing forms. Students will familiarize themselves with
the format and vocabulary shared in all the three forms, using
their experience on the job. They will practice, using real forms
obtained from the post office, and individually and independently
fill out different sections of the form. Lastly, they will be able
to correctly calculate postage at a variety of rates.

The material has been designed for students at the intermediate
level (ESL 300-400 levels).

The specific objectives of this module are:

1. Recognize the format of forms for bulk business mailing.

2. Differentiate different requirements and functions of each form.

3. Fill in information in all sections.

4. Perform accurate postage computation.

5. Fill out appropriate forms for different job orders.

Post office forms covered in the module:

1. PS Form 3602-N
Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

2. PS Form 3602-R
Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)

3. PS Form 3602-PC
Statement of Mailing with Meter or Precanceled Postage Affixed
Bulk Third-Class Mail (Regular or Nonprofit Rates)
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UNIT 1: INTRODUCTION TO FORMS FOR
BULK BUSINESS MAILING (I)

VOCABULARY: rate bulk
flat mailer
postage mailing
permit weight
process receipt
parcel indicia
brochure minimum
pamphlet booklet

in total
non-profit
regular
irregular
individual
other than
maximum
authorized

ABBREVIATIONS

1. Number = No.
2. sequence = seq.
3. identification = ID
4. pieces = pcs.
5. pound = lb.
6. BMC = Bulk Mail Center
7. SCF = Sectional Center Facility

PROCESSING CATEGORIES

Minimum (inches)

1. Letters 5 x 3i(inch)

LABELS

1

direct, same state and same zip code

same first 3-digit zip code (941--)

same state, different zip code

mixed states

Maximum (inches) Thickness

llix 6 ¼ 0.007 -

2. Flats larger than letters 15 x 12

3. Machinable (Regular)
Parcels 6 x 3 34 x 17 k- 17

Weight 8 oz. - 35 lb.
25 lb. maximum for books or printed matter

4. irregular
Parcels
Weight 8 oz. or less

220
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MATCHING

Draw a line between the mailing pieces and the category.

1.

2.

3.

4.

5.

6.

7.5 x 10.5

6ix

9 x 4 VI

12 oz.

9.5 x 6

3}

15 lb.

32% x 18%

5.5

25 lb. of books

a. Flats

b. Irregular
Parcels

c. Regular
Parcels

d. Letters

2



READING

Check on the right box.

1.

5 x 3
pamphlet

2.

11.5 x 5.5x
booklet

ProcessL1g Category
IDMM 1211)

O Letters
0 Flats
0 Machinable Parcels

Irregular Parcels

0 Outside Parcels

Procesiung Category
1DMM 1281

)(Letters
0 Flats
0 Machinable Parcels

Irregular Parcels
3 Outside Parcels

3.

6 x 3
2 lb.
box

5.

15 x 14
4% lb.
parcel

7.

10 x 10
0.5" thick
envelope matter

Processing Category
IOMM 1281
0 Letters
O Reis
10 Machinable Parcels
3 Irregular Parcels
O Outside Parcels

Processing Category
1DMM 1218

0 Letters
0 Flats
0 Machinable Parcels
0 Inapt:kw Parcels
0 Weide Parcels

Processing Category
COMM 1281

0 Letters
0 Flats
0 Machinable Parcels
0 Irregular Parcels

Outside Parcels

9.

30 x 15
10" thick
box of books

Processing C819111Y
(CIMM 128)

0 Letters
o Flats
0 Machinable Parcels
0 Irregular Parcels
0 Outside Parcels

(.0

4.

9 x 12
envelope matter

6.

5 X 3
0.25" thick
5 oz.
parcel

8.

5.5 x 2
6 oz.
parcel

10.

3

Processing Category
IOMM 128)

Letters
0 Flats
0 Machinable Parcels
0 Irregular Parcels
0 Outside Parcels

Processing Category
IOMM 1281
0 Letters
0 Flats
0 Machinable Parcels
0 Irregular Parcels
0 Outside Parcels

Processing Category
tOMM 1281
0 Letters
O Rats

Machinable Parcels
0 Irregular Parcels
0 Outside Parcels

5% x 3x i
3 oz.
invitation
(envelope matter)

Processing Category
(0MM 1281
O Letters
0 Flats

Machinable Parcels
Irregular Parcels

0 Outside Parcels



GETTING READY

4

1. What's the difference between first- and third-class mail?
Check the ones that you think are correct.

Personal letters are first-class mail.
Third-class mail is printed material.
First-class mail is faster than third-class.
Third-class mail is heavier than first-class.
First-class rates are higher than third-class.

2. What PS forms are used at Ace Mailing?

3. How many pieces of mailings are required in each mailing
for third-class bulk rates?

A minimum of 200 pieces or 50 pounds.

4. Does a company or a mailer have to pay a fee to get a permit
number and permit imprints?

5. What is Permit Imprint Indicia?

6. Compare the following 3 statements of mailing (forms) with
permit imprints for:

Third-Class Mail (Nonprofit Rates Only)
Third-Class Mail (Regular Rates Only)
Bulk Third-Class Mail (Regular or Nonprofit Rates)

What parts are the same?

What parts are different?
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LINITIDSTATES
POCK IMPICE

Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

NAILER: Complete all items by typewriter, pen, or indelible pencil. Prepare in duplicate if you need a receipt.
Post Office of Mailing Date

Permit No. Mailing Statement Seq. No.

Permit Holder's Name
& Address
(Include ZIP Code)

Telephone Number Receipt No.

Processing Category
(DMM 128)

Letters
Flats
Machinable Parcels
Irregular Parcels
Outside Parcels

Authorized to use nonprofit rates? (DMM 625)'
Yes No

No. Sacks No. Trays No. Pallets No. Other

Weight of a
Single Piece . ___ pounds

USPS Authorized Mailing ID Codels)

Total Pieces in Mailing Total Weight of Mailing Sacking Based on
125 pcs. 15 lbs. Both IDMM 641)

Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Authorized to use nonprofit rates? (DMM 625)'

Yes No

Name and Address of Mailing Agent'
(If other than the permit holde

Check All That ApiittiPS CM1y)

Centraltted Poet* in
Plant Loaded-

Pion verified t to
CiliktAU Entry

a Odd.. 0 0.40PtiMitZTI,

0
a
o.
E
0

a
co
co

For bulk mailings of automation-compatible letter-size pieces (see DMM 520), go to Part A on the
reverse of this form.

For bulk mailings of non-automation compatible letter-size pieces (see DMM 128) weighing .2085 lb.
13.3367 oz.) or less, go to Part B on the reverse of this form.

For bulk mailings of non letter-size pieces (see DMM 128) weighing .2085 lb. 13.3367 oz.) or less,
go to Part C on the reverse of this form.

For bulk mailings of all pieces (see DMM 128) weighing more than .2085 lb. (3.3367 oz.) but
less than 1.0 lb. 116.0 oz.), go to Part D on the reverse of this form.

rna
0
tC)

0.

Part A $

Part B $

Part C $

Part D $

a Single Piece Rate L or Additional Postage Payment
IS'ete reasons for Additional Postage)

No. Pieces Rate/Piece = $

Is applicable bulk per piece rate affixed to each piece? (Form 3602-PC required)

;-2, Yes No
Total Postage

o
to'a
ic;
...
a)
U

'The signature of a mailer certifies that: (II the mailing does not violate DMM 625; 2) only the mailer's matter is being mailed; (3 this is not a cooperative
mailing with other persons or organizations that are not authorized to mail at special bulk third-class rates at this office; (4) this mailing has not been undertaken
by the mailer on behalf of or produced for another person or organization not authorized to mail atspecial bulk third-class rates at th's office; and (5) it will be
liable for and agrees to pay, subiect to appeals prescribed by postal laws and regulations, any revenue deficiencies assessed on this mailing, whether due to
a finding that the mailing is cooperative or for other reasons. (lf this form is signed by an agent, the agent certifies that it is authorized to sign this statement.
that the certification binds the agent and the nonprofit mailer, and that both the nonprofit mailer and the agent will be liable for and agree to pay any deficiencies.)

The submission of a false, fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of up to $10,000 (18 USC 1001). In addition,
a civil penalty of up to $5,000 and an additional assessment of twice the amount falsely claimed may be imposed (31 USC 3802).

I hereby certify that all information furnished on this form is accurate and truthful, and that this material presented qualifies for the rates of

postage claimed.
Signature of Permit Holder or Agent (Both principal and agent are liable for any postage deficiency incurred) Telephone Number

!IR& Mice

TOM Mimes.
ter

[Total Weight

pounds
Am the figures at left adjusted from mailer's entries? Yes No

If Yea" Reason

Cltesk One Proton Verification Per- Date Mailer Notified

jayag0;,Not Scheduled 0. formed es Scheduled

Contact BY Ofillkoist

%hind INN* iRsquirsd)
thetthii milling has been inipsolid obacembti 1) eligibility for the rate ofposti claimed; 21.prepor preparation

Whin required); 3):properdatioletiOri of tie etetement of inellinaetid (4) payment of the rogeired annual fee:. --2-7-"Y=ZT-'?"

of Wigglier

be 111121LIJIII_ Antalior 1221 Desimssm - Format to Flame Mho



BEST COPY AVAILABLE

Form 3602-N - Third-Class Nonprofit Rate - Permit Imprint
Postage Computation - Bulk Rates

Entry
Discount
(If Any)

Presort/
Automation Net
Discounts Rate

Count
(Pcs/Lbs)

Automation-Compatible Letter (DPW 520)

None Saturation W/S .071 r pcs. = $
Carrier Route .074 :4 pcs.

5-Digit Barcoded x $

3-Digit Barcoded .088 x pcs. = $
3/5-Digit ZIP + 4 .094 x pcs. =

315-Digit Presort .098 x pcs

Basic Barcoded .094 x pcs. =

Basic ZIP + 4 .104 x pcs. = $
Basic x pcs. =

BMC Saturation W/S .059 x pos.

Entry Carrier Route .062 x pcs. = $
5-Digit Barcoded .069 x pcs. = $
3-Digit Barcoded .076 x pcs = $
3/5-Digit ZIP + 4 ,082 x pcs. = $
3/5-Digit Presort -1086 x pcs. =

Basic (Wreathed .082 x pcs. =

Basic ZIP + 4 .092 x pcs. $

BOOB.: x; ace. = $

SCF Saturation W/S .054 x pas.

Entry Cedar Routs .057 x pcs = $
5-Digit Barcoded .064 x pcs. = $
3-Digit Barcoded .071 x pcs = $
3/5-Digit ZIP + 4 .077 x pcs. = $

3/5-Digit Presort .081 x pcs. =

Basic Barcoded 077 x pcs. $

Basic ZIP + 4 .087 x pcs. = $

Basic .094 x pcs. =

DOU
Entry

Saturation W/S .049 x
Carrier I oute .052 x

pcs. = $
pcs. =

Total - Part A (Carry to front of form)

Nonletter - .2085 lb. 13.3387 oz.) or tiss

None

BMC
Entry

SCF
Entry

DOU
Entry

Saturation W/S .094 x
Carrier Route .101 x
3:5-Digit Presort .132 x
Basic .146 x

Sattri.etion W/S .082 x
Carrier Route .089 x
3/6-Digit Presort .120 x
Basic 134 x

Saturation W/S .077 x
Carrier Route .084 x
3/5-Digit Presort .115 x
Basic .129 x

Saturation W/S .072 x
Carrier Rows .079 x

pcs. = $
Pee- 4
pcs. = $
pcs. $

pcs. = s
pcs. =
pcs. =
pcs. =

pcs. =
pcs. = $
pcs. = $
pcs. a

pos...

Total - Pen C (Carry to front of form)

Charge

Entry Presort/
Discount Automation
(If Any) Discounts

Net
Rate

Count
(Pcs/Lbs) Charge

Non-Automation Compatible
.2085 lb. 13.3367 oz.) or

Nona Saturation W/S
Carets Route
3/5 -Digit Presort
Basic

BMC Saturation W/S
Entry Carrier Route

3/5 -Digit Presort
Basic

SCF Saturation W/S
Entry Carrier Route

3 /5-Digit Presort
Basic ,

001) Saturation W/S
Entel, Carrier Route

Latter-
less

.071 x pcs.

.074 x pcs. = $

.098 x pcs.
.111 x pcs.

.059 x pcs. = $

.062 x i-
D86 x
.099 x pcs. = $

054 x pcs. $

.057 x pcs. a

.081 x pcs. -*-

.094 x peek f

.049 x

.

pcs. --= $

052'x pcs.

Total - Part B (Carry to front of form) $

All Mail - More than .2085
But less than 1.0 lb. (18.0

None Saturation W/S
plus

Carrier Route
plus

3/5-Digit Presort
plus

Basic

lb. (3.3267 oz.)
oz.)

.011 x pcs. =

.398 x lbs. a $

.018 x pcs.

.398 x lbs = $

.049 x pc& .* -
.398 x
.063 x

plus .398 x lbs. a 4

BMC Saturation W/S .011 x pcs. $

Entry plus .340 x lbs. = 4"
Carrier Route .018 x pcs. 5-

.
.340 x lbs. = $""
.049 x pcs. =3/5 -Digit Presort
.340 x lbs. = $
.063 x pcs. = $

' .340 x lbs. = S

SCF Saturation W/S 011 x pcs.

Entry plus .317x lbs = $
Carrier Route .018 x pcs.=

Pius .317 x lbs - $-
3/11-0191t Presort .049 x pcs. $

Pk.°
.317 x lbs. .0

z
Osaie .063 x

POW .317 x
_pima.

DDU .011 x pcs. I),Saturatiorvris
Entry " 'Plas-:, .294 x

-i'!.:7Clislow Rata ,-- x
-Jasesr4,;'.

-.* -if 4
f)

s.) 00-:.

,15318
.294 a Nis: = s:.

Total - Part 0 (Carty to front of form) $

_ - _ - - ALS.
OPIR 1161-8112404/44408



11P: Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)

utA1ED STATES
POSIX SERVICE

kV COPY AVAILABLE

MAILER: Complete all items by typewriter, pen, or indelible pencil. Prepare in duplicate if you need a receipt.
Post Office of Mailing Date Processing Category USPS Authorized Mailing ID Cocieisl

Permit No. Federal Agency Cost Code Mailing Statement Seq. No.

Permit Holder's Name
& Address
(Include ZIP Code)

Telephone Number Receipt No.

(DMM 1281
Letters

_ Flats
Machinaole Parcels
Irregular Parcels

_ Outside Parcels

Authorized to use nonprofit rates? (DMM 625)
Yes Z. No

No. Sacks No. Trays No. Pallets No. Other

Weight of a
Single Piece . ___ pounds

Total Pieces in Mailing Total Weight of Mailing Sacking Based on
125 pcs. 15 lbs. C Both (DMM 641)

Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Authorized to use nonprofit rates? (DMM 6251'

"._2 Yes No

Name and Address of Mailing Agent'
(If other than the permit holder)

3 Centralized Po stags Payment

.J Plant Loaded to
0 Plant Verified Drop Shipment to

.3 Entered at
3 Orig. C Out. A/0 ZIP
0 Orig. 0 Dem. SCF 3D ZIP
0.0rig. 0 Dist,

For bulk mailings of automation-compatible letter-size pieces (see DMM 520). go to Part A on the
reverse of this form.

For bulk mailings of non-automation compatible letter-size pieces (see DMM 128) weighing .2067 lb.
(3.3067 oz.) or less, go to Part 13 on the reverse of this form.

For bulk mailings of non letter-size pieces (see DMM 1281 weighing .2067 lb. (3.3067 oz.) or less.
go to Part C on the reverse of this form.

For bulk mailings of all pieces (see DMM 1281 weighing more than .2067 lb. 13.3067 oz.) but
less than 1.0 lb. (16.0 oz.), go to Part D on the reverse of this form.

Part A

Part B

Part C $

Part D S

Single-Piece Rate or Ado.zional Postage Payment
(State reasons for Additional Postage)

No. Pieces Rate'Piece
$ = $

Is applicable bulk per piece rate affixed to each piece? (Form 3602-PC required)

.7, Yes No
Total Postage

c
o
co
c.)

8
c..)

The signature of a mailer certifies that it will be liable for and agrees to pay, subject to appeals prescripea ay postal laws and eriutations, any revenue deficiencies

assessed on this mailing. If this form is signed by an agent. the agent certifies that it is authorized to sign this statement, that the certification binds the agent

and the mailer and both the mailer and the agent will be liable for and agree to pay any deficiencies.

The submission of a false, fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of uo to S10.000 (18 USC 10011. In addition.
a civil penalty of up to $5,000 and an additional assessment of twice the amount falsely claimed may be imposed 131 USC 38021.

I hereby certify that all information furnished on this form is accurate and truthful, and that this material presented qualifies for the rates of

postage claimed.
Signature of Permit Holder or Agent (Both principal and agent are liable for any postage deficiency incurred) Telephone Number

0
or

cn
a.
U)

Single Piece
Weight --- --- --_ pounds

Total Pieces Total Weight

Total Postage

Are the figures at left adjusted from mailer's entries?
If "Yes" Raison

C Yes 0 No

Check One Prison Verification Per-
0 Vent Not Scheduled 0 formed se Scheduled

Date Mailer Notified Contact By (Initials)

Round Stamp (Required)

I. CERTIFY that this mailing has been inspected concerning: 1) eligibility for the rate of postage claimed; 2) proper preparation

Land presort where required); 3) proper completionof the statement of mailing; and 4) payment of the necessary annual fee.

Signature of Weigher

1.

Time AM

PM

PS Form 3602 -R, January 1991 Financial Document - Forward to Finance Office



Form 3602-R Third-Class Regular Rate - Permit Imprint
Postage Computation - Bulk Rates

Entry Presort.
Discount Automation Net Count

I it Any) Discounts Rate Pcsil.bs) Charge

Entry Presort,
Discount Automation Net Count
(If Any) Discounts Rate Pcstbsi Charge

Automation-Compatible Letter IDMM 520)

None Saturation W 'S .124 x pcs. = S
Carrier Route .131 x pcs. = $
5 -Digit Barcocea .146 x pcs. = $
3-Digit Barcocied .154 x pcs. =

3 5-Digit ZIP -i- 4 .161 x pcs. = $
3 5-Digit Presort .165 x pcs. = $
Basic Barcoded .179 x pcs. = $
Basic ZIP 4 .189 x pcs. = $
Basic .198 x pcs, = $

BMC Saturation W/S .112 x pcs. = $

Entry Carrier Route .119 x pcs. =

5-Digit Barcoded .134 x pcs. =

3-Digit Barcoded .142 x pcs. = $
3/5-Digit ZIP + 4 .148 x pcs. =

3;5-Digit Presort .153 x pcs. = $
Basic Barcoded .167 x pcs. = $
Basic ZIP + 4 .177 x PCS. = $

Basic .186 x pcs. =

SCF Saturation W/S .107 x pcs. = $

Entry Carrier Route .114 x pcs. = $
5-Digit Barcoded .129 x pcs. = $
3-Digit Barcoded .137 x Pos. = S
3/5-Digit ZIP + 4 .144 x pcs. =

3/5-Digit Presort .148 x pcs. = $
Basic Barcoded .162 x pcs. = $
Basic ZIP 4 .172 x pcs. =

Basic 181 x PCS. = $

DDU Saturation WIS 102 x

Entry Carrier Route 109 x
pcs. = $
pcs. = $

Non-Automation-Compatible Letter
.2067 lb. (3.3067 oz.) or less

None Saturation MS 124 a pcs. $

Carrier Route 131 a -,cs.

3/5 -Digit Presort .165 a pcs. - 5

Basic 198 - pcs. = $

BMC Saturation WIS 112 pcs. -
Entry Carrier Route 119 x pcs. = $

3/5-Digit Presort .153 x pcs. = $
Basic .186 x pcs. S

SCF Saturation W S 07 x pcs. = 5
Entry Carrier Route 14 = $

3/5-Digit Presort '48 x ,cs = $
Basic 181 pos. = $

DDU Saturation WIS .102 x pcs. =

Entry Carrier Route .109 x pcs. $

Total - Part A (Carry to front of form) $ Total - Part B (Carry to front of form)

Nonletter .2067 lb. (3.3067 oz.) or Less

None Saturation W/S .127 x pcs. = $
.:,..rner Route 142 -Cs. = $

3/5-Digit Presort .187 x pcs. = $
Basic .233 x pcs. = $

BMC Saturation %NIS 115 x pcs. = $

Entry Carrier Route . 30 x pcs. = $
3/5 -Digit Presort .175 x pcs. =

Basic 221 , pcs. = $

SCF Saturation WS .110 x pcs. = $

Entry Carrier Route 125 x pcs. = $
3/5 -Digit Presort 170 v acs. = $

Basic 216 a pcs. = $

DDU Saturation W/S .105 x

Entry carrier Route .120 x
pcs. = $
pcs. = $

All Mail - More than .2067 lb. (3.3067 oz.)
But less than 1.0 lb. (16.0 oz.)

None Saturation W/S .003 X pcs. = S

plus ea) , -s

Carrier Route 018 v
plus 600 x

,,cs.
'bs. -.,- S

3/5-Digit Presort '...'G3 -..cs -

plus .600 a -Os. = S

Basic .109 x PCS. = $

plus .600 x 'Os. = $

BMC Saturation WIS .003 x pcs. = $

Entry plus 542 , ls. = $
Carrier Route 018 x pcs. = $

plus 542 - ::5 - S

3/5Digit Presort .063 ,, -cs.: S

plus 542 , s S

Basic 109 x pcs. = $
plus .542 X bS. = $

SCF Saturation WiS 003 a pcs. - $
Entry plus 519 a 'is. - S

Carrier Route .018 ,. rcs. = S

plus 519 , r:s. S

3/5-Digit Presort 063 pcs. - $

plus .519 x lbs. s

Basic .109 , pcs. $

plus .519 a ,bs. -s

DDU Saturation WIS .003 x pcs.:. s

Entry plus .496 x !Os. .

Carrier Route .028 x PCS. :.

plus .496 x ns ..,

Total - Part C (Carry to front of form)
Total - Part 0 (Carry to front of form)

PS Form 3602-R, January 1991 (Reverse) e, BEST COPY AVAILABLE



NITRO STATES
StRVICt

BEST COPY AVAILABLE Method of Payment
Statement of Mailing with Meter or Precanceled Postage Affixed Meter Postage
Bulk Third-Class Mail (Regular or Nonprofit Rates) I = Precanceled Stamps

MAILER: Complete all items by typewriter, pen. or Indelible pencil. Prepare in duplicate if you need a receipt.
Post Office of Mailing

Permit No.

Date

Mailing Statement Seq. No.

Permit Holder's Name Telephone Number
& Address
'Include ZIP Cadet

Receipt No.

Processing Category
(DMM 128)

Letters
: Flats

Machinable Parcels
Irregular Parcels
Outside Parcels

Authorized to use nonprofit rates? (DMM 6251'
. Yes _ No

No. Sacks No. Trays No. Pallets No. Other

Weight of a
Single Piece . pounds

USPS Authorized Mailing ID Codelsl

Total Pieces in Mailing Total Weight of Mailing Sacking Based on
_ 125 pcs. . 15 lbs... Both (DMM 641)

Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holden

Autnonzed to use nonprofit rates? (DMM 6251'

. Yes No

Name and Address of Mailing Agent'
(If other than the permit holde I

Chock All That Apply (USPS Only)

0 Centralized Postage Payment
:3 Plant Loaded to

Plant Verified Drop Shipment to
2 DMM 144.8 Drop Shipment to
73 Entered at
7 Orig. 7.; Dest. A/0 ZIP
2 Orig. J. Dest. SCF 3D ZIP
D Orig. 0 Dest. 814C

For bulk mailings of automation-compatible letter-size pieces (see DMM 520) go to Part A on the
reverse of this form.
For bulk mailings of non-automation compatible letter-size pieces (see DMM 1281 weighing
.2067 lb. (3.3067 oz.) or less (or .2082 lb. (3.3314 oz.) or less for nonprofit), go to Part 8 on the
reverse of this form.
For bulk mailings of non letter-size pieces (see DMM 128) weighing .2067 lb. 13.3067 oz.) or less
for .2082 lb. (3.3314 oz.) or less for nonprofit), go to Part C on the reverse of this form.
For bulk mailings of all pieces (see DMM 1281 weighing more than .2067 lb. 13.3067 oz.) (or .2082
lb. (3.3314 oz.) for nonprofit) but less than 1.0 lb. (16.0 oz.), go to Part 0 on the reverse of this
form.

Part A

Part B

Part C

$

$

Part D $

Single-Piece Rate or Additional Postage Payment
(State reasons for Additional Postage)

No. Pieces Rate/Piece
$

Is additional bulk pound rate paid by permit imprint? (3602-R or N required) Y N

(OMM 661.3241
Total Postage

Postage affixed at (Check one) .= Correct Rate Lowest Rate Neither

'".e signature of a mailer certifies that: 111 the mailing does not violate DMM 625; 121 only the mailer's matter is being mailed: 13) this is not a cooperative
mailing With other persons or organizations that are not authorized to mail at special bulk third-class rates at this office: t4( this mailing nas not oeen unaertaken
by tne mailer on behalf of or produced for another person or organization not authorized to mail at special bulk third-class rates at this office: and 151 it will be

liable for and agrees to pay, subject to appeals prescribed by postal laws and regulations. any revenue deficiencies assessed on this mailing, whether due to
a finding that the mailing is cooperative or for other reasons. (If this form is signed by an agent, the agent certifies that it is authorized to sign this statement.
that the certification binds the agent and the nonprofit mailer, and that both the nonprofitmailer and the agent will be liable for and agree to pay any deficiencies.)

The submission of a false. fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of up to 510.000 (18 USC 10011. In addition,

a civil penalty of up to $5,000 and an additional assessment of twice the amount falsely claimed may be imposed 131 USC 3802).

I hereby certify that all information furnished on this form is accurate and truthful, and that this material presented qualifies for the rates of

postage claimed.
Signature of Permit Holder or Agent (Both principal and agent are liable for any postage deficiency incurred) Telephone Number

Single Piece !Mettle figures at left adjusted from mailer's entries? Yes 0 No

Weight pounds If "Yes- Reason

Check One Presort Verification Per-
Wulf. Not Scheduled 0 fanned as Scheduled

Data Mellor. Notified Contact By (Initials)

I CERTIFY that this mailing has been inspoCteci cOnClOing;1)Sligibliti for thereto of postage claimed; 2) proper preparation

land presort where required); 3) proper completion of thestatement ofmailing; and 4) payment of the required annual fee.

Time AM

PA,

Round Stamp (Required)

PS Form 3602-PC, January 1991 2404)-
Financial Document - Forward to Einem, Office



BEST COPY AVAILABLE

Form 3602-PC Third-Class Regular or Nonprofit Rates Postage Affixed

Postage Computation Bulk Rates

Entry ?resort,
Discount Automation Net Count
Of Any) Discounts Rate 1Pcs/Lbsi Charge

Entry Presort/
Discount Automation Net Count
(If Any) Discounts Rate IPcs /Lbsl Charge

Automation-Compatible Letter (DMM 520)

None Saturation W'S . x pcs. = S
Carrier Route x pcs. =

5-Digit Barcoaed x pcs. =
3-Digit Barcoded . x PCS. = $

3'5-Digit ZIP + 4 . x pcs. = $
3/5-Digit Presort . x pcs. = $
Basic Barcoded . x pcs. = $
Basic ZIP + 4 x PCs- $

Basic x pcs. =

BMC Saturation W/S . x pcs. = $
Entry Carrier Route x pcs. =

5-Digit Barcoded x pcs. = $
3-Digit Barcoded x pcs. = $
3/5-Digit ZIP + 4 x pcs. = $
3/5-Digit Presort x pcs. = $
Basic Barcoded x pcs. = $
Basic ZIP + 4 x pcs. = $
Basic x pcs. = $

SCF Saturation W/S . x pcs. = $
Entry Carrier Route . x pcs. = $

5-Digit Barcoded x pcs. = $
3 Digit Barcoded . x pcs. = $
3/5-Digit ZIP + 4 . x pcs. = s
3/5-Digit Presort x pcs. =
Basic Barcoded x pcs. = $
Basic ZIP + 4 pcs.

Basic x pcs. = $

DDU Saturation W/S x pcs. = $
Entry Carrier Route x pcs. = $

Non-Automation-Compatible Letter .2067 !b. (3.3067 oz.) or less
(.2082 lb. (3.3314 oz.) or less for nonprofit)

Non* Saturation W/S . x pcs. = $
Carrier Route . x Acs. = $
3/5 -Digit Presort . x pcs. =

Basic < pcs. = $

BMC Saturation W/S . x pcs. = $
Entry Carrior Route x pcs. = $

3/5-Digit Presort . x pcs. = $
Basic x pcs. = 5

SCF Saturation W/S x pcs. = $

Entry Carrier Route k pcs. = $
3/5-Digit Presort A pcs. 2. $

Basic x pcs. = $

DDU Saturation W/S
Entry Carrier Route

pcs. = $
pcs. = $

Total - Part A (Carry to front of form) $ Total - Part B (Carry to front of form)

Nonletter .2067 lb. (3.3067 oz.) or less
i.2082 lb. 13.3314 oz.) or less for nonprofit)

Non. Saturation W/S . pcs. = $
Carrier Route . pcs. = $
3/5-Digit Presort . < pcs. = $
Basic x pcs. = $

BMC Saturation W/S . x pcs. = $
Entry Carrier Route . x pcs. = $

3/5-Digit Presort . x pcs. = $
Basic x pcs. = $

SCF Saturation W/S
Entry Carrier Route

3/5-Digit Presort
Basic

DOU Saturation W/S
Entry Carrier Route

pcs. = $
pcs. = $
pcs. = $
pcs. = $

pcs. = $
pcs. = $

All Mail - More than .2087 lb. 13.3087 oz.!
(.2082 lb. (3.3314 oz.) for nonprofit) but less than 1.0 lb. (16.0 oz.)
Enter the applicable rate applied to each place computed as described

in DMM 611.242

None Saturation W/S x pcs. = $

Carnet Route x pcs. = $

3/5-Digit Presort x pcs. = $
Basic x pcs. = $

BMC Saturation W/S x pcs. = $

Entry Carrier Route x pcs. = $
3/5-Digit Presort x pcs. = $

Basic x pcs. = 8

SCF Saturation W/S A pcs. = $

Entry Carrier Route x pcs. = $

3/5-Digit Presort x pcs. = $

Basic x pcs. = $

DDU Saturation W/S x pcs. = $

Carrier Route x pcs. = $

223

Total - Part C (Carry to front of form) Total - Part D (Carry to front of form)

PS Form 3602-PC, January 1991 Owen*



8

READING

Read the "Mailer's Information" column on the form for third-
class mail (nonprofit rates only), then answer the questions.

41/UStatement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

=Dv=
MAILER: Complete all items by typewrkw. pen, or Indelible pencil. Prepare in duplicate If you need riscelp

Post Office of Mailing Date Processing Category LISPS Authorized Mailing ID Codels1
tDPMA 1281

a

S. F. Cbtif 4/4rn
Permit No. ifinarog Statement Seq. No.

432'1
Permit Holder's Name Telephone Number Nascent No.
& Address
(Include ZIP Code)s.r, Aigra 0 "bro. Sacks

4W .9i. Ekr 3Mer lif 13144P 4 Weight of a
Single Piece

Authonvid CZ nonfit/rate410MM 6251' Total Pieces in Meiling

X Yes 0 No

)(Letters
0 Flats

Machinable Parcels
0 Irregular Parcels
0 Outside Parcels

No. Trays No. roasts No. Other

575
. pounds

Total Weight of Meiling Sacking Based on
)(124 pcs. 0 15 lbs. 0 Both (OMM 6411

Name & Address of Individual or Organization for
Which Mailing is Prepared
Ilf other than the permit holder)

Authorized to use nonprofit rates? 00MM 625l

1.) Yes 0 No

Name and Address of Mailing Agent'
111 other than the permit holder)

/}CE frfilaiN4
2-? ? **it.
5F, 2.4 94/03

Check AN That Apply (USPS Only)

0 Centralized Postage Payment

0 Plant Loaded to
0 Plain Verified Drop Shipment to
0 IIMALI Entry at
O Orig. 0 Dest. Art) ZIP
0 Orig. Dest. SCF 30 ZIP
0 Orig. 0 Dest. BMC

For bulk mailings of autemetlentempatIble letter -Mae pieces (see OHM 520). go to Part A on the
reverse of this form.

For bulk mailings of nonautemation ammetble fetter-We pieces (see DMM 128) weighing .2082 b.
13.3314 ez.ler lees. go to Pert a on the reverse of this form.

For bulk ensilings of own lattarmin pieces Ism DMM 1281 weighing .2042 6.13.3314 oz.) or lase.
go to Part C on the reverse of this form.

For bulk mailings of all pieces Ism DMM 128) weighing mote than .2082 lb. 13.3314 oz.) but
less than 1.0 b. 1111.0 ez.). go to Pert Don the reverse of this form.

Part A

Part B $

Part C $

Part D $

Single Piece Bete 0 or Additional Postage Payment
1State reasons for Additions) Postage)

No. Pieces NatelPieco
$ = $

Is applicable bulk per Pate rate affixed to each piece? (form 3602-PC required)

Yes 0 No Total Postage --10. $

1. What's the nonprofit organization and what's its address?
S.F. Museum of Modern Art Port Mason Building A
(Oriental Gallery) S.F. CA 94123

2. What's its permit number?

3. This nonprofit organization is the permit holder.
True False

4. Is it authorized to use nonprofit rates?
Yes No

236



9

WRITING

Read the instruction and sample letter. Fill out the "Mailer's
Information" on the form.

Tony has to send 575 letters with permit imprint indicia for
San Francisco Art Directors Club at the SFGMF on 3rd Street.
The Art Directors Club is authorized to use nonprofit rates.

San Francisco
Art Directors Club
555 Market Street
San Francisco, CA 94102

Bulk Rate

Nonprofit Org.

Pormit No. 123

Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

ZZOM
MAILER: Complete all items by typewriter. pen. or indelible pencil. Prepare in duplicate if you need a receipt.

Post Office of Mailing

Permit No.

Permit Holder's Name
& Address
(Include ZIP Code)

Telephone Number

Authorized to use nonprofit rates? IDMM 6251'
0 Yes 0 No

Date Processing Category
IDMM 12$)
0 Letters

Mailing Statement Sag. No. O Flats
O Machinable Parcels

Receipt No. O Irregular Parcels
0 Outside Parcels

No. Sacks No. Trays No. Pallets Other

Weight of a
Single Piece . ___ pounds

Total Pieces in Mailing Total Weight of Mailing

USPS Authorized Meiling ID Codels)

Sacking Based on
0 126 pcs. 0 15 lbs. 0 Both (DMM 641)

Name I Address of Individual or Organization for
Which Mtiiing is Prepared
Ilf other then the permit holder)

Authorized to use nonprofit IDMM 625)

0 Yes 0 No

Name and Address of Mailing Agent
(If other then the permit holes I

Check Al That Apply (LISPS Only)

0 Centralized Postage Payment

0 Plant Loaded to
Plant Verified Drop Shipment to

O $MAU Entry at
0 Orig. 0 Dist. A/0 ZIP
0 Orig. 0 Dem. SCF 30 ZIP
0 F/rig. 0 Dein. SMC

I
I

For bulk mailings of mdentatien-oempedble letterokie pieces (see DMM 6201. go to Port A on the
reverse of this form.

For bulk moiling* of ran-autemetion eempedble letterdoe pieces Wee DMM 12$) weighing .301112 lb.
(3.2314 lacier lose. go to Part a on the reveres of this form.

For hulk mailings of lien lattersbe pieces (ale DMM 12$) weighing .2002 lb. (3.3314 ea.) or Mee.
go to Pert C on the reverse of tide form.

For bulk mailings of al pieces (we DMM 12$) weighing mere then .2042 M. 13.3314 Si.) the
Mee then 1.0 6. (11.0 el.), gar to Part 0 on the reverse of this form.

Part A

Part B

Part C

Part D $

Single Piece Rate 0 or Additional Postage Payment
(State reams for Additional Postage)

le applicable bulk per piece ate @Hiked to each piece? germ 311102-PC required'

0 Yes 0 No

`at./Piece
$

Total Postage0- S

No. Pisces
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READING

Read the following part of the form for Third-Class Mail at
nonprofit rates and answer the questions.

IlkStatement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit, Rates Only)

AWN=
MAILER: Complete ell Items by typewriter. pen. os

Post Office of Mailing

5. F. OMF
Permit No.

432/

"Vh
Mailing Statement Seq. No.

Permit Howes Name Telephone Number
& Address
(Include ZIP Code)

5. F. Muscat"? of Maim Art
new/74L C#LLA

FORT MASON BAIA
SF., M 94123
Authorized to use nonprofit rates? IEIMM 6251'

X Yes 0 No

!Weird No.

Processing Category
(0MM 12111

XLetters
0 Rats
O Machinable Parcels
iJ Irregular Parcels
0 Outside Parcels

APS Authorized Mailing ID Cadets)

No. Seeks No. Trays No. Pellets No. Other

Weight of
Single Piece pounds

Name 4 Address of Individual or Organization for
Which Mailing is Prepared
Ilf other than the permit holder)

Authorized to use nonprofit rates? (13MM 6251'

0 Vim ONo

Total Pieces in ailing rote' Weight of Meiling

Name and *dress of Mailing Agent'
(If other then the permit holder)

14

2fJ1 11611" St.St.
,SF, 44 f4103

For bulk mailings of autemetien-oempatible letterslae pieces (see DMM 520). go to Pert A on the
reverse of this form.

For bulk mailings of nen-autemetlen oompellde letterelse pieces (see DMM 12111 weighing .20112 lb.

13.3314 ez.) at Mee. go to Port II on the revere. of this form.

For balk mailings of non lettersits pieces (see DMM 12E1 weighing .2082 N. 13.3314 et.I
go to Pan C on the reverse of this form.

For bulk mbilings of all pieces Mee DMM 126) weighing mere than .2012 6.13.3314 41.1 but
lees then 1.0 N. 111.0 ex.). go to Pert 0 on the revere* of this form.

1 pcs. 0 161bs. 0 Both (DMM 64125
Sacking Based on 1

k Al) That Apply (LISPS Only)

Centralized Postage Payment
Plant Loaded to
Plant Verified Drop Shipment to

BMAU Entry at

Orig. 0 Dist. A/0 ZIP
Orig. 0 Dest. SCF 30 ZIP
Orig. 0 Dest. *MC

Part A $

Part B $

Part C

Part CI

Single Piece Bats 0 or Additional Postage Payment
(State reasons for Additional Postage)

No. Pieces Pate/Piece .$
Is applicable bulk per aims rate affixed to each piece? (Form 3602-PC required)

Oyes ONo
Total Postage $

1. What's the date?

2. a) What are mailed? Letters

b) How many pieces are there in total?

c) Are they in sacks?

d) How many sacks are there in total?

e) How many pieces are there in each sack?

3. Is there a mailing statement or receipt?

4. Who is the mailing agent? What's its address?

Flats Parcels

23 2,
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WRITING

Read the instruction and fill out Mailer's Information.

Tony has to send 1,250 pieces of 9.5 x 4 cards with permit
imprint indicia for Sierra Club at the post office at 3rd
Street (SFGMF) on May 19, 1992. The cards are in sacks, 125
pieces or more per sack. There are 6 sacks in total.
Sierra Club is authorized to use nonprofit rates. Its
permit number is 16531. Its address is 730 Polk Street, San
Francisco, CA 94109.

111VStatement of Mailing with Permit Imprints
. Third-Class Mail (Nonprofit Rates Only)

=UN
MAILER: Complete all items by typewriter, pen, or indelible Weil. Prepare in duplicate If you mood a receipt.

Post Office of Mailing Date Processing Category LISPS Authorized Mailing ID Codels1
(0MM 125)
0 Letters
0 Flats
O Machinable Parcels
0 Irregular Ferule
0 Outside Parcels

Permit No. Mailing Statement Son. No.

Permit Holder's Name
& Address
(Include ZIP Cede)

Telephone Number Receipt No.

Authorized to use nonprofit rates? (DMM 6251
Oyes 0 No

No. Sacks INo. Trays No. Pallets No. Other

Weight of a
Silvio Pied* . pounds

Total Pieces in Mailing Total Weight of Mailing Sacking Based on
0 125 pcs. 0 16 lbs. 0 Both 10MM 6411

Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Authorized to use nonprofit rates? 10MM 6251

Oyes 0 No

Name and Address of Mailing Agent'
Ilf other than the permit holder)

Check AN That Apply (US'S Onarl

O Centralized Postage Payment

0 Plant Loaded to
0 Plant Verified Drop Shipment to

0 BMAU Entry at
0 Orig. 0 best. Ail 21P
0 Orig. 0 Dent. SC1 30 ZIP
O Crig. 0 Wet. VAC

z

For bulk mailings of aidemedemcempetible letter-else pieces (see DMM 520). go to Pen A on the
weftse of this form.

For bulk mailings of men-eutornetIon compatible latter -ape pieces Ism DMM 1251 weighing .2012 b.
(3.3314 is.) a low. go to Pert 11 on the revers* of tins farm.

For bulk mailings of net Meta -hen pietas (see 0MM 1211 weighing .2042 M. (3.3314 ea.) w ram
go to Pert C on the reveres of this form.

For bulk mailings of ell pieces ram DMM 121) weqhlrig were than .2012 b. 13.3314 ea.) but
Ms* then 1.0 lb. (16.0 es.l. go to Pert 0 on the reverse of this form.

Part A $

Part B $

Part C $

Part D $

Single Pige..4, Rate 0 or Additional Postage Payment
(State reasons for Additional Postage)

No. Pieces Rate/Piece
$ .$

Is zipplicelzie bulk per piece rate affixed to each piece? Worm 3602 PC required) Total Postage
0 yes 0 No

..,

'The signature of a mailer cedifies that; 111 the mailing does not violate DMM 625; 21 only the nralier's Matter Is being mairad; (3 this Is not a cooperative
mailing with other perm.* or crowd:stone that are not authorized to mail et special bulk third -class rates at this office; 14) this mailing has net been undertaken
by the rrisiNr on behalf of or Produced for another person or organization not authorized to mail at special bulk third-class rates it this office;end 15) it will be
liable for and agrees to pay. subject to appeals prescribed by pasta) laws and regulations, any revenue deficiencies assessed on this mailing, whether due to
& finding that the mailing is cooperative or for other reasons. 111 this form Is signed by an agent, the agent fortifies that it is authorise%) to Non this statement,
Mat the certification binds the spurt and the nonprofit mailer, and that both the nonprofit mailer and the agent will be Noble for and agree to pay any deficiencies.)

The subrrrasion of a false, fictftious ter fraudulent statement may result in imptisorwnent of up to 5 years and fine of up to 410.000 1111USC 10011. In addition,
a civil penalty of up to 15,000 end an additional tiewissment of twice the amount falsely claimed may be imposed (31USC 31021.

I hereby certify that ell infonnetion furnished on this ferns Is accurate and truthful and that this materiel presented *WNW foe the rem if
postage deluged.

Signature of Permit "raider or Agent (Roth principal and *PM We Mlle for any postage deficiency 'murrain reisphone Number

BEST COPY AVAILABLE

235
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LISTENING

Listen to the dialogue and fill out Mailer's Information.

Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

WOOMM
POWWW WO.

MAILER: Complete all hams by typewriter, pee. or indelible penal. Prepare In duplicate it you need receipt.
Post Office of Mailing Date

Permit No. Mailing Statement Seq. No.

Permit Holder's Name
Address

(Include ZIP Codel

Telephone Number Receipt No.

Processing Category
(DMM 1281

Letters
0 Flats

Machinable Parcels
Irregular Parcels

0 Outside Parcels

Authorized to use nonprofit rates? 10MM 6251'
Li yes 3 No

No. Sacks No. Trays No. Pallets No. Other

Weight of
Simi, Piece . ___ pounds

USPS Authorized Mailing ID Codelsl

Total Pieces in Mailing Total Weight of Mailing Sacking Based on
0 125 pcs. 0 15 lbs. 0 Both 10MM 6411

Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Authorized to use nonprofit fetes? (DMM 6251'

1.3 yes 0 No

Name and Address of Mailing Agent
(If other than the permit honer)

ear

Chick All That Appfy (USPS Only)

0 Centralized Postage Payment

Plant Loaded to
0 Plant Verified Drop Shipment to

0 BMAU Entry at
0 Orig. 0 Oast. AtO ZIP
:3 Orig. 0 Dest. SCF 3D ZIP

Orig. 0 Dest. BMC

for bulk mailings of auternartien-oempeallin letter -else pieces Isee DMM 520), go to Part A on the
reverse of this form.

For bulk mailings of nen-automation cempatibla latter-Ws pieces (on DMM 1281 weighing .20112 lb.
13.3314 oz.) or Mee. go to Pen 8 on the reverse of this form.

For bulk mailings of non latter-sin pieces (see DMM 1281 weighing .2082 b. 13.3314 oz.) or ins.
go to Part C on the reverse of this form.

For bulk mailings of all pieces (no 0MM 1281 weighing more than .2082 lb. (3.3314 oz.I but
Mee than 1.0 lb. (16.0 ea.). go to Pert Don the reverse of this form.

Part A $

Part B

Part C

Part D $

Single Piece Rate 0 or Additional Postage Payment
(State reasons for Additional Postage)

No. Pieces RaterPiace
=-

Is applicable bulk per piece rate affixed to each piece? (Form 3602-PC required)

yes No Total Postage

'The signature of a mailer certifies that: Ill the mailing does not violate DMM 625; 21 only the mailer's matter is being mailed; (3 this is not a cooperative
mailing with other persons or organizations that are not authorized to mail at special bulk third-class rates at this office;(41 this mailing has not been undertaken
by the mailer on behalf of or produced for another person or organization not authorized to mail at special bulk third-class rates at th's office; and 15) It will be
liable for and agrees to pay, subject to appeals prescribed by postal laws and regulations, any revenue deficiencies assessed on thi mailing, whether due to

a finding that the mailing Is cooperative or for other reasons. III this form is signed by en agent, the agent certifies that it is authorized to sign this statement,
that the certification binds the agent and the nonprofit mailer, and that both the nonprofit mailer and the agent will be liable 10f and agree to pay any deficiencies.)

!'.' The submission of a false, fictitious or fraudulent statement may result in Imprisonment of up to 5 years and a fine of up to $10,000118 USC 10011. In addition,Z a civil penalty of up to $5,000 and an additional assessment of twice the amount falsely claimed may be imposed 131 USC 3602).
(.)

I hereby certify that all information furnished on this form is accurate and truthful, and that this material presented qualifies for the rates of
postage claimed.

Signature of Permit Honor or Agent (loth principal and agent are liable for any postage deficiency incurred) Telephone Number

2 34 BEST COPY AVAILABLE



READING
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Compare the following 3 parts of different forms. Are they the
same or different? Point out the differences.

AZ=
Statement of Mailing with Mater or Pummeled Postage Affixed
Bulk ThirdClass Mail (Regular or Nonprofit Rates)

PAolhod of Payr000t
0 MOW Pintoes
0 Procancolod Stamps

MAILER: Cone** W hoofs by typownte. pen. ft, indolgio peep /. U.. F0.1 NOS if Ps PIP MOWN.
Pow Othe of Moire

Penh* N. 140101SUOImint Sp No

Peen ftwoors ewe Tnornone epee
& Asleep
Feline DP Celol

App. N.

Pooppes Came
PAM 1211
0 WM.
0 NW
0 SlooklielOo Poses
0 ipso* Ppm.

OAPs Pesos

Aphowol a es wee& nee DONA 421
0 Y. LI No

N Io. SNP Ns. Doe N.. PPP, N. ONIN

LISPS neinneml Does IC Codinsi

Wept N.
Sep* Pim
Tool Peps in We et asap

Nem & Poleoss of loolopokel a Dionposo No
WWI Wing n Posonel
Of Per Wen N. Nem PION

keened es oso Neese rsoe7 DWI 1121I
0 Ye Oft

Now N. Moon of Wino Agot
Inte *0 Ow poop Peel

Sodue Ilsood
0 ISS NA. 0 IS Do. 0 Ike IOWA 4141)

AS Dee ADP OAPS ONN

Comaltoll Poem Pewee
Pee Lomeli to
Pip Vs11o4 One Dliesoot N
OW 141.0 One Snewoon is
MAU imry se
OP. 0 Ow. MO DP
Ono 0 Dom SCP 20 ZIP
Ofig. 0 Dm INC

Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)=a=

MAUR: OPNIOSO ID None Np PpoioNNO. No. a Indoliblo SPOIL hopes M Osplostoll oss pod a pp..
Poe Ones of Pone Doe

Wee Sisenioni Is Nit

Poop Melon's Nee ITepiewo linonior
& Adept
POP. DP CPO

Amon N..

Prossoono Conies
DISISO 1 Di

Olean
3 Cleo
0 Dasissobis Peons
OWN,* Foals
0 Osiris Pepe

No. Kama of Plnessi or Cowes., N.
Wives 1110.4 Pawed
M Pp PP ino woo POW

N.. Use IM. Tfoe No. Poses IN*. Oiter

**gm .1
V* N. . PANSO

PPS Anemone they SO Cadent

Tool Pine in Meg IT.... of Mee

Nom and Mew. of Morns Ape
Of see non ins Nom newt

tonere NOM ei
0 125 we. 0 II M. 0 Gen ONAM Sail

tea N 7744 API* VW 00,1

0 CON1141011 POMP ftrInple
0 N. Look/ to
0 PIA Veiled Dip Sonefont N

IMAI.1 'Pay Pt
0 Ono. 0 Opt. AA 7P
OOry. 0 O.s..sup 30 DP
0 01e. 0 PP S5

Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

MAUR: CONDO, on NNW DI PDPOONNo DM ON WOW, NNW rfND0.0 4NO POO .'
IMIPS Aphofted Mee O Como

I

Owe. w Moms Oes hosPop Cfneee
D ING 12111

II lawn
a nos

Oloctrobis Papp
Pepe Peons

a OPPolfseolo

orm11 Mo. Mee Suiroont Soo No.

PPM 11Pho's Nose
I ANN.
N oire DP CPO

Teninsno Nowise D oer N.

A5heen1 a Po Poopset Pee OW OSSI
0 Yon 0 No

N. Dols N. DIP N. Pulse I No. Oleo

Wept of
S PIN Pismo

Tsui Nom w Wee Si Mare Spies SNP O.
121 opi. 0 is Is. 01551. NOW &SD

Pop II Memo of InOsidor w Ospreolon to
WISP Nee, e People
IN Om Ps won PPM

Awesome N r. sonosse Moe IOW SM.
0 Yes ON.

Nisei AP Addeo se Pone Alone
II Pp Pp es NPR londotl

23J

Omen Al De Posh NIPS Dap

3 Cselsolosil Prep POresol
3 Pee LAMP oo
0 N. DONN Dm Soenoot
0 MAD Dios N
3 Oft. 0 Oat. AA)zo

como. 0 Dom SCF SD ZIP
3 Ono. 0 Oen INC
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UNIT 2: INTRODUCTION TO FORMS FOR
BULK BUSINESS MAILING (II)

VOCABULARY: automation-compatible
non-automation compatible
more less
more than less than

letter-size
non letter-size
single
additional

READING

Section I, II and III follow the same instructions for
Third-class Mail (Nonprofit Rates Only) postage computation.
Read them carefully and answer the following questions.

I.

For bulk mailings of automation-compatible letter-size
pieces, go to Part A on the reverse of this form.

For bulk mailings of non-automation compatible letter-size
pieces weighing .2082 lb. (3.3314 oz) or less, go to Part B.

For bulk mailings of non letter-size pieces weighing
.2082 lb (3.3314 oz.) or less, go to Part C.

For bulk mailings of all pieces weighing more than .2082 lb.
(3.3314 oz.) but less than 1.0 lb. (16.0 oz.), go to Part D.

T 100TH
927 THRUSH RUG
RESTON VA 221914713

4'

236
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II.

A - automation-compatible letter-size .2082 lb. or less
(3.3314 oz.)

B - non-automation compatible letter-size .2082 lb. or less
(3.3314 oz.)

C

D - all mail

non letter-size .2082 lb. or less
(3.3314 oz.)

.2082 lb. - 1 lb.
(3.3314 - 16 oz.)

Weight No - - -.Fart D
3.3314 oz. f No -- -+Part C
or less .w.Yes- ---,Letter Size

*No - --oPart B
Non-Automation

Yes - - -*Automation /Compatible
Compatible\

Yes - - -.Part A

* No mailings through Ace Mailing go to Part A.

USING THE FLOW CHART:

1. Check weight: less than 3.3314 oz.? YES
2. Check size: letter size? NO -- Part C.

2.5 oz. 11 x 5
1. Check weight: less than 3.3314 oz.? YES
2. Check size: letter size? Yes
3. Automation compatible? *No -- Part B.



Follow the flow chart and decide which Part for each piece.

1. 2 oz. 9ix 4 % letters
non-automation compatible

2. 3.12 oz. 8% x 3% letters
non-automation compatible

3. 0.2 lb. 8ix 3 % brochures

4. 2 oz. 9 x 12 bank statements

5. 0.5 lb. 8.5 x 5.5 booklets

6.

7.

0.5 oz.
6 x 4

4.4 oz.
9.5 x 4

8. 2.5 oz.
10 x 13

9. 1.2 oz.
8.5 x 11 brochures

10. 1.0 lb.
6.25 x 9 books

arl C-1t-Th

16

PART
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UNIT 3: STATEMENT OF MAILING
WITH PERMIT IMPRINTS

THIRD-CLASS MAIL (NONPROFIT RATES ONLY)

Use the for nonprofit mailing with
For example:

permit holder's name

permit imprints (indicia)

permit imprint indicia

P" SAN FRANCISCO
Tall PERFORMING ARTS

LIBRARY & MUSEUM

399 GROVE STREET
SAN FRANCISCO
CALIFORNIA 94102

permit holder's address

Bulk Rate

Nonprofit Org.

U.S. Postage PAID

Permit No. 15S

San Francisco, CA

J. Smith
3530 Market St. #2
San Francisco, CA 94114

*It is non-automation compatible
letter size and less than 3.3314 oz.
(see your teacher's sample)

1. Is the San Francisco Performing Arts Library and Museum
nonprofit organization?

2. Are they authorized to use nonprofit bulk mail rates?

3. What's their permit number?

4. Is the postage paid?

a
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WRITING

Fill in Mailer's Information on the form for San Francisco
Performing Arts Library and Museum. (Each piece is less than
3.3314 oz. and there are 575 pieces in 2 sacks.)

Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

mumm
MAILER: Complete aN items by typewriter. pen, or indelible pencil. Prepare in duplicate if you need receipt.

Post Office of Mailing Date

Permit No. Mailing Statement Seg. No.

Permit Holder's Name
& Address
(Include ZIP Codel

Telephone Number Receipt No.

Processing Category
(DMM 1281
J Letters

Flats
0 Machinable Parcels
O Irregular Parcels
0 Outside Parcels

Authorized to use nonprofit rates? 10MM 6251*
L.1 Yes ONo

No. Sacks No. Trays No. Pallets No. Other

Weight of a
Single Piece --- pounds

USPS Authorized Mailing ID Code(s)

Total Pieces in Mailing Weight of Mailing Sacking Based on
Cl 125 pcs. 15 lbs. Cl Both (0MM 6411

Name & Address of Individual or Organization for
Which Mailing is Prepared
If other than the permit holder)

Authorized to use nonprofit rates? (DMM 6251

Yes 0 No

Name and Address of Mailing Agent'
Of other than the pormit hold* )

Check All That Apply (USPS Only)

0 Centralized Postage Payment

3 Pram Loaded to
3 Print Verified Drop Shipment 10

BMAU Entry at

Cl Orig. Cl Dest. Ar0 ZIP
3 Ong. 0 Oast. SCF 30 ZIP
3 Orig. Dest BMC

For bulk mailings of eirtentaden-cangenbie letter -sib pieces (see DMM 5201. go to Part A on the
reverse of this form.

For built mailings of nen-einornation conspetbie letter-size pieces (see 0MM 128) weighing .2082 lb.
(3.3314 oz.)** bee, go to Part 8 on the revers of this form.

For bulk mailings of non letter -sloe pieces (sae DMM 1281 weighing .2082 lb. (3.3314 es.) at less.
go to Part Con the reverse of this form.

For bulk mailings of all pieces (see DMM 1281 weighing mom then .2012 lb. 13.3314 az.) but
lees then 1.0 lb. (11.0 ea.), go to Pen 0 on the reverse of this form.

s
rA

E0

Part A $

Part 13

Part C S

Part 0

Single Piece Rate 0 or Additional Postage Payment
(State reasons for Additional Ponape)

Is applicable bulk pee piece rate alibied to each piece? (Form 3602-PC notriredi

0 Yes 0 No

Reterriece
zz

Total Postage ----O. $

No. Pieces

,..

a
ii
f....t
U

The signature of a mailer certifies that: (11 the mailing data not violate OMM 525: 2) only the mailer's mete? is being mailed; 13 this is not a sootieratise
moiling with other persons or organizations that are not authorized to mail at special bulk third-class rates at thisoffice; (4) this mailing has not been undertaken

by the mailer on behalf of or produced for another person or organization not authorized to mail at special bulk third-class rates at this office: and (SI it will be

Nab% for and agrees to pay. subject to appeals prescribed by postal laws and regulations. any revenue deficiencies assessed on this mailing, whether due to
a finding that the mailing is cooperative or for other mesons. (If this form is signed by an agent, the agent certifies that it is authorized to sign this statement.
that the certification binds the agent and the nonprofit mailer, and that both the nonprofit mailer and the agent wie be liable for and agree to pay any deficiencies.)

The submission of a false. fictitious or fraudulent statement may result in imprisonment of up to 5 years and fine of up to ;10,000118 USC 1001). In addition,

a civil penalty of up to $5.000 and an additional assessment of twice the amount fats* claimed may be imposed (31 USC 3802).

I hereby cord., that MI infonnotion furnished on this form is accurate and truthful, and that thismateriel presented Qualifies for the rates of

postage *)alined.
Signature of Permit Heider or Agent (Both principal and agent sae liable for any postage deficiency incurred) Telephone Number

2

BEST COPY AVAILABLE
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Read the following part and circle words you don't understand.
Ask the teacher what they mean.

Third-Class Nonprofit Rate -- Permit Imprint

Postage Computation -- Bulk Rate

(Part B)

Entry Presort/
Discount Automation Vet Count
(If Any) Discounts Rate (Pcs/Lbs) Charge

Non-Automation Compatible Letter
.2082 lb. (3.3314 os.) or less

None Saturation W/S .071 x pcs. = $
Carrier Route .074 x pcs. = $
3/5-Digit Presort .098 x pcs. = $
Basic .111 x pcs. = $

EMC Saturation W/S .059 x pcs. = $
Mary Carrier Route .062 x pcs. = $

3/5-Digit Presort .086 x pos. = $
Basic .099 x pcs. = $

8CF Saturation W/S .054 x pcs. = $
Entry Carrier Route .057 x pcs. = $

3/5-Digit Presort .081 x pcs. = $
Basic .094 x pcs. = $

DDU Saturation W/S .049 x pcs. = $
intry Carrier Route .052 x pcs. = $

Total - Part IS (Carry to front of form)

* No "Entry Discount" applies to bulk mailings through Ace
Nailing. So, always go to "None" rates.

24i
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CENTS (0) AND DOLLARS ($)

$1 = 1000
$0.1 = 100
$0.01 = 10
$0.001 = 0.10

$111.1 = 1.1110

CALCULATION

Fill in the blanks.

$1.111.

dollar
cent

0.1 cent

1.

2.

3.

4.

5.

$2

$0.5

$0.08

$0.101

$0.198

= 200 o 6.

7.

8.

9.

10.

$0.29

$0.111

$0.132

$0.146

$0.063

= 0

= 0 = 0

= 0 = 0

= 0 = 0

= 0 = 0

HOW MUCH

Calculate the Basic rates.

For example: The total pieces in mailing is 200. The Basic
rate for each piece is $0.111.
postage? $0.111 z 200 =

What's the total
$22.2

1. $0.125 x 200 = 4. 19.80 x 575 = $

2. $0.098 x 250 = 5. 23.30 x 1,500 = $

3. $0.054 x 300 = 6. 40 x 2,350 = $

7. The total pieces in mailing is 650. The 3/5-digit presort
rate for each piece is $0.165.

8. The total pieces in mailing is 3,000. The 3/5-digit presort
rate is $0.063.

9. The total pieces in mailing is 575. The Basic rate is 10.90.

10. The total pieces in mailing is 250. The Basic rate is 9.40.

24 2,
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Read the postage computation for nonprofit bulk rates. Then
answer the questions.

Entry Presort/
Discount Automation
(If Any) Discounts

Net Count
Rate (Pcs/Lbs) Charge

Non-Automation Compatible Lotter
.2082 lb. (3.3314 os.) or less

None Saturation W/S .071 x pcs. = $
Carrier Route .074 x pcs. = $
3/5-Digit Presort .098 x pcs. $
Basic .111 x 575 pcs. = $ 63.83

INC Saturation W/S .059 x pcs. 0, $
Entry Carrier Route .062 x pos. = $

3/5-Digit Presort .086 x pcs. = $
Basic .099 x pcs. = $

SCF Saturation W/S .054 x pcs. = $
Entry Carrier Route .057 x pcs. = $

3/5-Digit Presort .081 x pcs. = $
Basic .094 x pcs. = $

DDU Saturation W/S .049 x pcs. = $
Entry Carrier Route .052 x pcs. = $

Total - Part B (Carry to front of form) . $ 63.83

1. Is each letter (piece) less than 3.3314 oz.?

2. Are the letters on any entry discount?

3. Are they presorted?

4. What's the net rate to send each letter?

5. How many letters are there?

6. What's the total postage?

7. Do you have to write the total postage on the reverse side
of the form?

243
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WRITING

Read the instruction and fill out the form.

You need to send 250 brochures, 125 pieces per sack, for De
Young Museum at the post office at 3rd Street on May 25,
1992. De Young Museum is a nonprofit organization and it is
authorized to use nonprofit rates. Its permit number is
1234 and its address is 4321 Park Road,
San Francisco, CA 94111. Each brochure is 9.g' x d:

411VStatement of Mailing with Permit Imprints
7 Third-Class Mail (Nonprofit Rates Only)

=ma
MAILER: Complete a* Items by typewriter, pen, or indelible pencil. Prepare in duplicate if you need a receipt.

LISPS Authorized Meiling ID Cadets)Post Office of Mating Date

Permit No.

Permit Holder's Name
II Address
(Include ZIP Code)

Telephone Number

Authorized to use nonprofit ratite COMM 625)
0 Yes 0 No

Processing Category
COMM 1261

01.Mo*
Mailing Statement Seq. No. Flats

0 Machinable Parcels
Receipt No. 0 Irregular Parcels

0 Outside Parcels

No. Sacks No. Trays No. Pallets ro. Other

Weight of a
Single Piece . --_ pounds

Total Pieces in Mailing Total Weight of Mailing Sacking Based on
0 125 pcs. 0 15 lbs. 0 Both IDMM 6411

Name & Address Of Individual or Organization for
Which Mailing is Prepared
Of other than the permit holder)

Authorized to use nonprofit rates? tDMM 6251

0 Yes 0 No

Name and Address of Mailing Agent
Of other than the permit holder)

I

0.

Entry Presort/
Discount Automation Net Count
Of Any) Discounts Rate (PcstLbs1 Charge

1,

Non-Automation Compatible Letter
.20112 lb. 13.3314 oz.) or less

Nene Saturation WiS .071 it
Carrier Route .074 it
3/5-Digit Presort .098
flask .111 it

pcs -$
pcs -$
pos. i
pcs -4

MC
Entry

Saturation WM
Carrier Route
3/6-Digit Presort
SINN

.059 it pcs. is
it pcs $.062

.086 it pcs. $

x pcs

SCF Saturation Wt5

.099

x pcs $

Entry Carrier Route
.054

it pcs I
3/5-Digit Presort

.057
081 it pcs $

Basic it pcs $

00(1 Saturation WIS

.094

.049 it pcs $

Entry Carrier Route .052 it pcs $

Total - Part B ,Carry N front el fermi

Not A on the

sighing .206216.

le ea.) per lent.

4 oz.1 but

2

g
a. cc

Check AN met Apply IUSPS Only)

0 Centralized Postage Payment
0 Plant Loaded to
O Plant Verified Drop Shipment to

O BMAU Entry at
0 Orig. 0 Dest.
0 Orig. 0 Dest.
O Orig. 0 Dest.

A/0 ZIP

SCF 30 ZIP
BMC

Part A $

Part 8 $

Part C $

Part D $

No. Pieces Rate/Piece
$

---
Total Postage --e $

* All the pieces are pre-sorted.

BEST COPY AVAIL E
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Form 3602-R - Third-Class Regular Rate - Permit Imprint
Posts.. Computation - Bulk Rates

Smv boom
Opowen Ambers. No 0.044

Cowie

10 Powof

Chomp
1 bv0 04015114 New 4401 OWWw11 booboo km C4awl

0 AIM toscoams Moto Oceitbs1

11041owelwaso-C400111 Wart124eaaga-Caapalla Low IOW UM .344712. 13.3047 It( Si Mee
2/aparp WI 124 oce boo Sownoon WI pmCaner Own .131 w .124

C... Pone 131 pn4-044 84 .146 on 34-004 Pomo .166 Kt3420111104 .154 ocs lbw .1111 pet34-010 DP 4 .141. on
34.0.0 boom .144 on.
110110041 .170 sr
bow 20 4 An pee.
bob .1411 pos.

INC b..1441. WS 112 pot 5 INC SMWlial WI .112 W.WWI Caro* Mw. .1 111 ce. Yaw Como boo 114 . pce110i4 .124 id w 34.0.04 how .113
30.sos Iknolol .142 op. Sow 1118

on
pt..344.4* VP 4 .1411 on

34-001 Prawn 113 pcs
bob Sosoled .1117 pcs
Nos 2 177 put

186 pce

SP Srmaa44 WM .107 cs. ICI labncon Wel pcs
Goof Como Meow .114 10

.107
NW? Come Route W.1001 11.4044 .126 on.

.114
330.4 Pomo K.3.0.0 Serts041 .137 pm

.101
Sew .161 los

301-07120 4 .144
31-0.0 boon .148

on.
on

S... bonded .142 os.
bac 20 4 172 ocs 5
Owls .181 3. ce

000 klossios WS .102 on 400 Saw.... Wit .102 OW 4fob Caorlar AWN .101 4p boy C.... 4.... pc -.10*

Tosi - Plin Ism le boo 01.01 T10 - Pot 11 Caw le MO 0 OwsI

Plrdoesse - 5. 13.3047 Lon
Al MOI - Moo 101. .3017 lb. 13.3047 21.1
bat law Map 1.0 a. 116.0 44.1

1

.

.2057 ea( Si
Maw Securoosn WI .127 _ ce. Nose lovason WI .003. KsC4.111011. .142 pn. 5 .1100 14

11-1.1.1 W114e1 .157. WA.. I Caw. hat. .018 pcs
lloso .233 pos.. 0 .400 be,

314 -001 boon .03
40. .400 In 6by .10 on $0 .1630 ..... Ile

MC fotosmo WI .115. an. INC SWWWW WI .003. we.low Corm Rom .130 on. I 8.01 A. .S42 be a
3/6-0.0 Omen .1711 scs I Como Nene enlbw .221 on

.018
00 .142 be

3/5.001000 .043 ocs
On .642 -ass

lbw .108 on
On .643

Kr Unman WI .110 pcs. 40 Setosoon WI 033 ocs 6W.? Clem, Pane .125 ... . $557 ala. 4111 IN
34 .0.0 boos 170 on C..... I.... .018 K.Soo .216 cce On .6111 NW $

3/5.1).o Pomo 03 . los 6
00 .511 be

Iwo 10 pes
00 .611 lb

COQ Sows.. WI .105. KS MU SWWWW W $ Ks 5tow Como 50.45 .130 oc.. 1

.003
4101 Ow .446 Ile 6

Come Rom 018 en0 .496 6

Tab - Pon C Ion se boo 0 fool 0 too - Pen 0 Keens. bow 0 Pool a

.5 form 34102-P. Aoy tell Mo041

/
fro? Gewalt.*

24

3

or Nonprofit Rates - Postage Affixed
ago Computation - Bulk Rams

intly 11141401/
0WCW44 A4444.44 sM CWW4

ArIfi OOIWO 1141 41/401.1

ow

1180404101184000110 Lava .20117 5.13.3047 a1.les Ws
1.20112 5.13.23141m1 et kw ha rmp021
lam Solosien WI on.

Cobs 1.04 m ts
314001.1144.1 OW
Ism pea II

INC S1wWwn WS pes
Lay CwW1114ut Ow

2110.8a Prom on I
*sot on

1C1 foorown WiS on
low Como Ploun . we

34001 hewn . * on
g ob pm

OOY ftweelim WS on $
Iwo C.M. Moot pos.

Tsai - Pea A Karp 221,an el haw) ToO0 Peot I 62804 Is boot el low/

NNsase - .2007 5.13.3047 Si.).. Wm
1.2002 5.13.3314 21.140 6s. far avpelltt

Moo 1144.41140 WI pm . 5
C... Maw . pa .
344/4 Praia 6
B ow p.

PC Ilesuroim WS on
Woo Corloe 110 on

34.11446 boos pc.
6555. on

C SWMPWIn wit pa .801 Corm Rom se 00
34001 hewn I oes
bok pos

O W f000loon Will pee
Own Con0 Mob sen

AN MA- Uwe aft .2447 b. (3.3047 .)
1.3062 M.12.3314 Si.) for msp2410 bet has NW 1.0 lb. 11 et)
few Me applisaip WY as PP task pan apeml la deplbstIn 1110/01111.342 ------4,
law Ibloolien WI . s os 11

Cor1.11.10 4.4 -340.4000 pm
840 pos.

INC 845l010 WI . OS 4
1.51 Caw. Rowe . we

34.0ep1 boon as:Int Po& . 11-
WO 400141 WI 14.
Ikon Car* 44.11. pe

34010 *WW1 111W

S ow pee

OW Soosson WS on 6
Co.... Room oce

Teal - M C fe.an2 al Mon 0 44011

Is Form 3002-PC, 210y 1501 faelmi
TOW1 - Poe D Kan w Poo el $2210
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UNIT 4: STATEMENT OF MAILING
WITH PERMIT IMPRINTS

THIRD-CLASS MAIL (REGULAR RATES ONLY)

GETTING READY

Read the statements and check YES or NO.

1. Only nonprofit organizations can use nonprofit
rates.

2. Bank of America and Bank of California can use
nonprofit rates.

3. Regular rates are higher than nonprofit rates.
4. To use regular rates, the indicia gust be

printed on each piece.

WRITING

25

YES NO

Read the instruction and fill out both sides of the form.

Mail 575 pieces of 5 x 3 letters for John Doe (see the
sample letter). The letters are in bags, 125 pcs per bag.
Each letter weighs less than 0.2082 lb. All the pieces are
pre-sorted.

John Zoe
123 -1st Avenue
San Francisco, CA 94100

Bulk Nate

U.S. Postage

PAID
Anchorage. AK
Permit No.12

`fit 12 "'
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aceara

Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)

MAILER Complete all hems by typevnitet. pen. or Ircisillia panel. Prepare is thipllosee if you need a receipt.
Post Office it Mains USPS Authorized Nairn,* Cants)Date

hum No. Ware Stamoner* See. Na.

nun* Holder's Name ToMPhogot frigmbler
I Address
anclude 2IP Code)

Preceesing Celegery
IDMIA 12111

0 Letters
0 fists
O Mechinsbie Parcels
O inesulr Parcels
0 Outside Parcels

No. Sacks IN.. Trays No. Pellets r. Other

Weight of
Single Piero ... pounds

Total Pisces in Mailing r.,./ Weil* el MNig Sean, lased on
0 125 pcs. 0 is lbs. 3 Goth COMM 641)

Herne & Address of Individual or Organization fro
Which Mailing le Prepared
if other than the permit holder)

Name and Address of Meiling Agent
Of other than the permit holder)

Check AN Theo Apply fUSPS Only)

O Centralized Peones Payment
O Plant Leaded to
0 Awn Verified One ShOnliflt to
0 1114AU Entry at

0 Orig. 0 Den. Ar0 ZIP
0 Orig. 0 Net. SCF 30 21P
0 Orig. 0 Den. MC

For bulk mailings of outentatien-ewneetile tetiernles pieces Nee 0MM 620). go to Part A on the
reverse of this form.

For bulk mailings of nennietetwition sompetble leteeribe pieces Nee 0MM 126) weighing .3067 lb.
13.3057 ist.) of less. go to Pert 11 on the reverse of this form.

For bulk mailings of nen inewelee pieces Nee 0MM 126) weighing .3067 lb. 13.30117 ea.I le lees.
go to Pert C on the wimp of this form.

For bulk mailings of all pieces law 0MM 126) weighing mire Own .20417 lb. 11.3067 az.) Mn
Nee than 1.0 lb. 116.0 sal go to Pert D on the reverse of this form.

Part A

Part B

Part C

Part 0

Single -Pine Rate or Additional Postage Payment
1Stete reasons for Additions) Postage)

No. Pieces liste/rece
I*

Is applicable bulk per piece rate aftaffNed to each piece? Worm 31102-PC required) Total Postago

/
$
2
i(.)

The signature of a moist certifies that It wil be liable for and agrees to goy. station to appeals prescribed by postal lews and reguletions any revenue deficiencies

assessed on this tuning. If this form is signed by an agent, the agent certifies that k is authorized to sign this statement. the* the unification binds the agent
and the mein and both the gnaw and the agent w6 be Wait for and agree to pay any del:Downs.

-
The submission of a false. fictitious at fraudulent statement may result In imerisonment of up to 6 years and to fine of up to 610.000 116 USC 1001). In addition.
a olvil penalty of up to *5.000 and an additional assessment of twice the amour* falsity claimed may be imposed 131 USC 3002).

I hereby eartRy that all Infeematisn furnished en this tercet is ecomine and InsIMul. and *het this mewls' weaned quallfies far the rates of
postage debited.

Signature of Permit Holder or Agent Illoth principal and agent are lisble for any postage deficiency incurred) Telephone Number

Single Piece
Weight

Are the figures at left abutted from maiter's entries? 3 Vas No
Ocumill If "Yes" Millen

Total Pisces rt., Weight

Twat Portage

Cheek One Presort Verification Per
Unit. Not Scheduled .72, homed as Scheduled

Date Mailer Notified 'Contact Matteis)

I CERTIFY that this mailing has been inspected concerning: 11 eligibility for the rate of postage claimed: 219(005 preparation
lend presort where raquired); 3) proper completion of the statement of mailing: and 41payment of the nnesaary annual fee.

Signature of Weigher Time AM

PM

hound Stamp flleouireil

PS Form 3602-R. May 1591 Financial DoeunteM - Forward Is Finance Office

BEST COPY AVAILABLE



Form 3602-R - Third-Class Regular Rate - Permit Imprint

Entry 'MOM/
Discount Automation Nat Count
(If Any) Discounts Rate (Pcs/Lbs)

Postage Computation - Bulk Rates
Entry Prasort/
Discount Automation Net Count

Charge Of Any) Discounts Rate (Pcs/Lbs) Charge

AutornatIon-Coenpatibie Latter 1L/MM 520)

Nana Saturation W/S .124 x
Carrier Route .131 x
5Digit Barcodad .146 a

.rs,"
fr

..10"
.010 1%,

(-
Entry

pos.
pos.
pcs..
pcs. $

pcs.
PCS..
PCS.

pcs.
pos.

PCS..
PCS..
PCS..
PCS..
PCS..
PCS..
PCS..
PCS

PCS

$

pcs. $
Carrier Route .114 a pcs. $

Barcodad .129 a pos..
3-Digit Boycotted .137 x pcs. =
3/5-Digit ZiP -a 4 .144 x pcs.
3/5Digit Presort .148 x pos.
Basic !brooded .162 x pea =
Basic ZIP + 4 .172 x pcs
Basic .181 x pos..

DOU Saturation W/S .102 x
Entry Carrier Route .109 a

Des. -
PCs.

Non-Automation-Compatible Latex
.2067 lb. 13.3047 oz.) or less

None Saturation W/S .124 x pos. -
Carrier Route .131 a pos. $
3/5-Digit Prison .165 x pes.
Basic .198 x pcs. $

INC Saturation W/S .112 x Ks. -
Entry Carrier Route .119 x pos..

3/5-Digit Prison .153 x pos..
Basic .186 x pcs. $

SCF Saturation W/S .107 a pos.
Entry Carrier Route .114 x pos.

3/5Digit Prison .148 x pos.. $
Basic .181 x pea.

001.1 Saturation W/S .102 x
Entry Carrier Route .109 x

pcs
pcs-

Total - Pan A (Carry to front of form) Total - Part B (Carry to front of form)

Nonlettar - .2067 lb. 13.3067 oz.) or Less

None Saturation W/S .127 x pcs
Carrier Route .142 x pos.
3/5-Digit Prison .187 x pcs.
Basic .233 x pcs

BMC Saturation W/S .115 x pcs I
Entry Carrier Routs .130 x pcs

3/5Digit Presort .175 x pcs
Basic .221 x pos.

$CF Saturation W/S .110 a pos.*
Entry Carrier Route .125 x pcs.

3/5Digit Prison .170 x pcs
Basic .216 a pcs

DOU Saturation W/S .105 x pos.. 8,
Entry Corner Route .120 x pcs $

AN Mall - More then .2067 lb. 13.3067 oz.)
But less than 1.0 16.116.0 oz.)

None Saturation W/S .003 x pcs.
plus .600 x lbs

Canis'. Route .018 x pcs =
plus .600 x lbs. =

3/5-Digit Prison .063 a pcs
plus .600 x

Basic .109 x pcs
plus, .600 x lbs

VAC Saturation W/S .003 x sca. $
Entry plus .542 x lbs $

Carrier Route .018 x pcs.
plus .542 x lbs

3/5-Digit Presort .063 in pcs.
plus .542 x lbs

Basic .109 x pcs.
plus .542 x lbs.

$CF Saturation W/S .003 a pcs
Entry plus .519 in lbs ix

Carrier Route .018 x
plus .519 a lbs. $

3/5-Digit Presort .063 x pcs
plus .519 x lbs

Basic .109 x pcs $

Plus .519 a lbs.

CODY Saturation W/S .003 x pos. -
Entry plus .496 x lbs

Carrier Route .018 x pcs.
Plus .496 a lbs.

Total - Part C (Carry to front of tonal) Total - Pan 0 (Corry to bent of form)

PS Form 3602-R, May 1991 (Reverse)

BEST COPY AVAILABLE 2



27

READING

If the weight of a single piece is between 0.2082 and 1 lb., then
1) Write the weight (1 lb. = 16 oz.) on the front page of the

form.
2) Go to Part D on the back.
3) Write the "Basic" rate and "Plus" rate (total pieces x weight of a single piece).
4) Calculate the postage.

411kStatement of Mailing with Permit Imprints
Third -Class Mail (Regular Rates Only)

arum
MANIR: Complete ei Name by typewriter. pen. lot Weill Mina. Palpate k dupNeste N you need receipt.

Pea Of War,
S.F. GMF

Peons N.
13929

Date

May 5, 92
allitots Statemeot Set Ne.

Peon* Holler'. Mann leMoe Neweese
& Mon*
Seclude 71P Cede)

Mace. tie.

ceeang Gantry
MUM 12M

Leers
0 Flees
0 Mechbabie Petal
0 krapiet Parcel
0 Outside Parcel

Ace Mailing
2757 16th Street
San Francisco, CA 94103

Ni. Sadi
12.

Wight ef
Sail Piece

N.. Tam Ma. Palm; INs. Mow

USPS Pammitee Mahn. ID Codeis1

AL. 3_ .1- .2. 5_ pounds
Tetol Pisces in leans

/mamma .575
rota Witipo id Malls Socking Sided on

0 121 pcs. X IS do. 0 loth OW 11411

Nom Mame 41/ In4viduy of Ormolation fer
Which Mai n/ ie Proecied
If Wee then the Such Wiwi

Sierra Club
730 Polk St.
San Francisco, CA

94109

Name and Mame el /Mins AN
of Mew don the permit

Check AS Thy Apply IU Only)

O Caressed Peonage Poweent
0 Plant Loaded te
a none Verified DM SIXINOX to

MAU awe et
0 Otis 0 Om. A/0 ZIP

Orl. 0 Cket. SC1 30 71P
0 Ora. Oeet. MSC

Al Mal - Men Ow .2067 A. 13.3067 I
Sue ism IlIss 1.0 lb. (111.0 se.1

Nem Ssearefiem W4 003 e
Ma .600

Cattier Neva .013
Ma .600

340istt Paean .0413

gels .400

lam

105.
tee ifi

aoo
Stele

MI1C Selwelien W4 .003
fray phis .543 oi

Calm Room .011 n
Ms .142

34ipt Pealed .0113

Ma .643
Neale .101 it
pr .642 oi

Sallies WM .007.
My Ma .1111 it

Cadet Peel .011.
On .511

3,114)10 Presort .063 ao
Oa .611

S eek .100
Ma 611r

Sawa.% W4 .003 it
pre .436

Cm* NUM .0111

rkw .4116

MIL
le.
P.S.
Ills $
me.
Se.
see
los $

Pee.
lc toes

os
pm
1e.
see.

lo
sm.
le. 11

pee.
le. to 11

me.

Os.

10e.

A en die

Oki

7

PartA $

Part B $

Part C

Part 0

$

r.. Pleas

Total Postage

$ 170.08

$

$ 170.08

peels p a s t a M Mai Woe and repOsoloo. INSIdefiCillatile
aullsoteed a else tape ..I0__... Oct as esollicesien bads Oa spar

My Mleimeles.

ly

M. owl Ow Nis ausseld pooted wanes Ise *a toss

el op te mete ma Me et op 11110.01101111USC 10011. in Maoist.
ciamM May be impasse 131 USC

Telehom Negras,

Teal - PM ems is left ellmd 170.08

575 x 0.3125 179

2
u

BEST COPY AVAILABLE
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WRITING

Read the instruction and fill out both sides of the form.

A.
Mail 575 brochures (8 x 5.5) for The Gosby House Inn. They
are in 12 P.S. bags, 125 or more pieces per bag. Each
brochure weighs 0.1325 lb.

Goekliouselan
reVillnieftry

643 Lighthouse Ave.

Pacific Grove, 93950

409-375-2297

B.
Mail 300 booklets for St. Luke's Methodist Church. They are
in 13 P.S. bags. Each booklet weighs 0.65 lb. Use the
correct form and fill out both sides.

ST. LUKE'S METHODIST CHURCH
209 SEYMOUR AVENUE
ST. MICHAELS, MD 21663-0123

MS. MICHELLE DUPRE
6508 BRICKHEARTH CT
ALEXANDRIA VA 22306-3313

J 1.

azoq
U.S Peeve

PAM
limit No 3901
moo.. "C
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1EStatement of Mailing with Permit Imprints
- Third-Class Mail (Regular Rates Only)

Aminza
MAILER: Complete all items by typewriter, pen, or Indelible pencil. Pieper* in duplicate If you need receipt.

Post Office of Wang Date

Permit No. Mailing Statement Seq.

Permit Holder's Name
8 Address
finclude ZIP Code)

Number Receipt No.

Processing Category
(DMM 1281
0 Letters
O Flats
0 Machinable Parcels
O Irregular Parcels
O Outside Paresis

No. Sacks 1No. Trays No. Paget, Other

Weight of
Single Piece . --- Pounds

LISPS Authorized Mailing ID Codsfal

Total Pieces in Mailing (Total Weight of Mailing Sacking Based on
0 125 pee. 0 15 lbs. O loth IOMM 6411

Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Name end Address of Mailing Agent
(If other than the permit beide)

Check AN That Apply IUSPS Only)

0 Centralized Postage Payment

0 Plant Loaded to
'Wit Verified Drop Shipment to

0 BMAU Entry at
0 Ong. O Net. A/0 ZIP
O Orig. a Oest. SCF 30 ZIP
a Orig. a Pest. (MC

For bulk mailings of arternetlenc4nopedile *navel,' pieces Ise. DMM 5201. go to Part A on the
reverse of this 1'0011.

For bulk mailings of net-witemetien cempetiblie iettersite pieces Ise* DMM 1281 weighing .2067 lb.
13.3047 es.) er go to Pert 111 on the reverse of this form.

For bulk mailings of new letterelts pieces (see DMM 1281 weighing .2067 lb. (3.3017 oz.) sr less.
go to Part C on the reverse of this form.

For bulk mailings of all pieces Owe DMM 128) weigh ino more then 1017 IC I33067 414.) but
Nos than 1.0 b. (15.0 oz.). go to Pant) on the reverse of this form.

VI

2
fa

Part A

Part B

Part C $

Part D $

SinglePiece Rate 0 or Additional Postage Payment
(State reasons for Additional Postage)

Is equates* bulk per piece rate affixed to each piece? (Form 3602-PC required)

0 Yes 0 No

No. Pieces Ram/Piece
$

Total Postage

i
:e.i
c.)

The signature of a mailer certifies that it wiN be liable for and agrees to pay, subject to appeals prescribed by postal laws and regulations any revenue deficiencies

assessed on this mailing. If this form is signed by an *gent, the agent certifies that it is authorized to sign this statement, that the certification binds the agent

and the mailer end both the mailer and the agent wil be Noble for and agree to hey any deficiencies.

.
The submission of a falee, fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of up to $10.000MI USC 10011. In addition,

clYcivil Penelty of up to $5,060 and an additional assessment of twice the amour feieely claimed may be imposed (31 USC 3802).

I hereby certify that MI infemietion furnished en this form Is accurate and Ifuthful, end that this materiel prmented Qualifies for the raw of
postage debated.

Signature of Permit Holder or Agent 'Both principal and agent are liable for any postage deficiency incurred) Telephone Number

Single Piece
Weight

Are the figures it left adjusted horn mailer's entries? :J Yes :_l No

--- --- pounds If -Yes" Reason

Total Pieces Total Weight

Total Postage

Check One Presort Verification
a Vent. Not Scheduled 0 formed as Scheduled

Dote Mailer Notified 'Contact By (Initials)

I CERTIFY that this mailing has been inspected concerning: 1) eligibility for the rate of postage claimed: 21proper prepustion
(and presort where required); 3) proper completion of the statement of mailing; and 4) payment of the necessary annual fee.

Signature of Weigher Time AM

PM

Round Stamp 'Required)

PS Form 3602-R. May 1991 'Mandel Document - Forward to Finance Office
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BEST COPY AVAILABLE



Form 3602-R - Third-Class Regular Rate - Permit Imprint
Postage Computation - Bulk Rates

Entry
Discount
pt Any)

Prawn;
Automation
Discounts

Net Count
Rate tPcs/Lbs) Charge

Entry
Discount
(If Any)

Presort/
Automation
Discounts

Net Count
Rat* (Pcstbs) Charge

Automation-Compatible Law (MAN 520)
N ene Saturation W/S .124 it pos. $

Carrier Routs .131 it pcs. $
5-Digit 8mcoded 146 it pcs. $
3-Digit Batcoded .154 x pcs,
3/5-Digit ZIP + 4 .161 x pct.
3/5-Digit Prison .165 a pcs. 11

Basic Barcodsd .179 x pcs. $
Basic ZIP + 4 .189 x pct.
Basic 198 x pcs. $

MC Saturation WS .112 x pcs. $
Entry Carrier Routs .119 a pee. $

5-Digit Illarcodecl .134 x pcs. $
Bareochd .142 x pcs. 6

3/5-Digit ZIP + 4 .149 x pcs.
3/5-Digit Frisson .153 it pct.. $
Basic Barcoded .167 it pos. $
Bask ZIP + 4 r. .177 x pcs.
Basic .186 x Ks. $

SCF Saturation W/S 107 x pis.
Entry Carrier Route .114 it pcs. $

5-Digit Barcooltd .129 it pcs $
3-Digit Ilaccodod .137 x pcs. - $
3/5-Digit 21P + 4 .144 x pis. $
3/5-Digit Prison .148 x pcs $
Basic Barcodad .162 x yes. $
Basic ZIP + 4 .172 x pcs. $
Basic .181 it pea. $

DDU Saturation W/S .102 x pcs $
Entry Carrier Route .109 it pcs. $

NonAutornatIonCompetiblo Lotter
.2067 lb. (3.3067 oz.) or lees

WNW Saturation WIS
Carrier Route
3/5-Digit Prawn
Basic

.124 it

.131 it

.165 it
199 it

pc. $

pot $
pee.= $
pcs. $

BMC Saturation WM 112 a pcs. $
Entry Carrier Route .119 x pcs. $

3/5-Digit Prison .163 it pcs -$
Basic 186 pis. $

SCE Saturation W/S .107 it pcs -$
Entry Carrier Route .114 it pis. $

3/5-Digit Presort .148 in $
Basic .151 it pcs. $

O 411 Saturation W/S .102 it
Entry Curlier Route .109 it

pcs. $
pcs $

Total - Ten A Merry to front of form)
Twit - Fart 5 (Carry to front of form)

Nontetter - .2067 tb. (3.3067 oz.) or Lees

None Saturation W/S .127 x pea.. $
Carrier Route .142 it pcs. $
3/5-Digit Prison .187 x pos.
Basic .233 it pcs. $

Entry

SCE
Entry

Saturation WS .115 it
Carrier Route .130 it
3/5-Digit Presort .175 it
Basic .221 it

Saturation WIS .110 it
Carrier Route .125 it
3/5-Digit Presort .170 it
Basic .216 x

pcs. $
ocs. $

pcs. $

pcs. 1

pcs.
pea. $
pcs.
pcs. $

DDU Saturation WS .105 a ors. - $
Entry Carrier Route .120 it pcs.

AN Mal - More than .2067 lb. (3.3067 oz.)
but Moo than 1.0 lb. (11.0 oz.)

Nom Saturation WIS
Plus

Cartier Route
plus

3/5-Digit Presort
Pius

Basic
Pius

B OAC Saturrioon W/S
Entry yea

Carrier Route
plus

3/6 -Digit Proton
ohm

Basic
Our

SCE Saturation W/S
Envy Pius

Carrier Route
plus

3/5-Digit Presort
Plus

Basic
;Nu*

O W Saturation WIS
Entry plus

Carrier Route
plus

.003 it

.600 it

.015 x

.600 it

.063 x

.600 it
.109 it
.1100

.003 it

.542x

.018 it

.542x

.063 it

.542 a

.109 x

.542 it

.003 x

.619 it

.018 x

.519 x

.063 x

.519 x

.109 x

.519 x

.003 it
496 it
.018 x
.496 it

pos.
lbs. $

pis $
lbs. $
at -$
tbs. it $
pc* $
lbs. $

ors.. $
lbs.
pcs. 1
lbs. $
pct.. $
lbs
pcs. $
lbs. $

pct -1
Ms.
pcs $
Ma. $
pcs $
lbs. $

pcs
lbs. $

pcs.
lbs $
pcs. $
lbs. 1

Total - Pert C (Cony to front of fear)
Total - Part D (Carry to front of form)

PS Form 3602-R, May 1991 (Rowse)

BEST COPY AVAILABLE
2bori'
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Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

Ofkonte stolrall,atiact
MAILER: Complete ail items by typewriter. pen, or indelible pencil. Prepare L. .suplicate if you need a recoil) .

Post Office of Mailing

Permit No.

Permit Holders Name
& Address
(Include ZIP Code)

Telephone Number

Authorized to use nonprofit rates? (DMM 625)'
0 yes No

Date Processing Category
(DMM 123)
O Letters

Mailing Statement Seq. No. 0 Flats
Mochinabb Parcels

Receipt No. Irregular Parcels
0 Outside Parcels

No. Sacks No. Trays No. Pallets No. Other

Weight of
Single Piece . pounds

Total Pieces in Mailing Total Weight of Mailing

USPS Authorized Mailing ID Codelsl

Sacking Based on
125 pee. 0 15 lbs. 3 Both (DMM 641)

Name a Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Authonzed to use nonprofit rates? (DMM 625)'

0 yes 0 No

Name and Address of Mailing Agent'
(If other than the permit hold*

Check AN That Apply (USPS Only)

0 Centralized Postage Payment

O Plant Loaded to
Plant Verified Drop Shipment to

0 'MAU Entry at
0 Ong. 0 Deal. A/0 ZIP
0 Orig. 0 Dest. SCF 30 ZIP
0 Orig. 0 Out. 'MC

For bulk mailings of auneneelen-competan Inter-Nee pieces (see DMM 520), go to Part A on the
Wien* of this form.

For bulk mailings of nerioxitomatIon competIbie letter -sad pieces (see DMM 1281 weighing .20112 b.
13.3314 ot.) et lees. go to Part Son the reverse of this form.

For bulk mailings of non letter -else pieces (see DMM 1281 weighing .2982 b. 13.3314 or.) er less.
go to Part C on the reverse of this form.

For bulk mailings of ad pieces On 0MM 128) weighing mare than .2062 b. 13.3314 et.) but
bee Von 1.0 lb. (18.0 es.). go to Part Don the reverse of this form.

Part A $

Part B $

Part C

Part D

Single Piece lists or Additional Postage Payment
(State reasons for Additional Postage)

No. Pieces Rine/Puce
$

Is applicable bulk per piece rate affixed to each piece? (Form 3602-PC required)

Dyes 0 No
Total Postage $

,§
Ts

:2
li;
La

'The signature of a mailer certifies that: 111 the mailing does not violate DMM 625; 2) only the mailers matter is being mailed; 13 this is not cooperative
mailing with other persons or organizations that are not authorized to mail at special bulk third-ages rates at this office; VI) this mailing has notbeen undertaken
by the MOW on behalf of or produced for another person or organization not authorized to men at special bulk third-class rates at this office;and (51 it will be
liable for and agrees to pay. subject to appeals prescribed by postal laws and regulations, any revenue deficiencies assessed on this mailing, whether due to

finding that the main le cooperative or for other reasons. (If this form is signed by an agent. the agent certifies that it Is authorized to sign this statement.
that the certification binds the agent and the nonprofit meiler, and that both the no profit mailer and the agent will be Sabi* for andagree to pay any deficiencies.)

The submission of false, fictitious or fraudulent statement may result in imprisonment of up to 5 veers and a fine of up to $10,000 (18 USC 1001). In addition.
civil penalty of up to 115,000 and an additional assessment of twice the amount falsely claimed may be imposed 131 USC 3802).

I hereby certify that all inforrnation furnished on this ferns is accurate and truthful. and that this material presented qualifies for the rates of
Postage claimed.

Signature of Permit Holder or Agent (Both principal and agent are liable for any postage deficiency incurred) Telephone Number

Single Piece
Weight

Are the figures st left adjusted from mailers entries? Yu 0 No
--- --- pounds If "Yes" Reason

Torsi Pieces Total Weight

Total romp.

Check One Prison Verification Per-
:3 Vent. Not Scheduled 3 formed as Scheduled

Date Mailer Notified Contact By (Initials!

I CERTIFY that this mailing has been inspected concerning: 1) eligibility for the rate of postage claimed; 2) proper preparation
(and presort where required); 3) proper completion of the statement of mailing; and (4) payment of the required annual fee.

Signature of Weigher Time AM

PM

Round Stamp Meowed)

PS Form 3602-N, May 1991 Financial Document - Forward to Finance Office

BEST COPY AVAILABLE



Form 3602-N - Third-Class Nonprofit Rate - Permit Imprint
Postage Computation - Bulk Rates

Entry Presort/
Discount Automation Not Count
Of Any) Discounts Rats (Pcsit.bs) Charge

Entry Prawn/
Discount Automation Net Count
(If Any) Discounts Rats 1Pcs/Lbs)

AutommtienCornpatIblo Uttar IDIAPA 620)

Nona Saturation W/S .071 x pas. =

Non-Automation Compatible Law
.20112 lb. 13.3314 oz.) or lees

None Saturation W/S .071 x
- Comm Routs .074 x 9 don't Route .074 x pelt

Barcodod .081 x pelt 9 3/5-Digit Presort .098 x pea.
Bareodod .058 x pas. Basic .111 x pos..

3/5Digit ZIP + 4 .094 x pes

MC Saturation W/S .059 x pas. -

3/5Digit Presort .095 x pelt
Basic (brooded .094 x pelt
Basic ZIP + 4 .104 x pelt
Basic .111 x pea

IIMC Saturation W/S .059 x xi..
Entry CET* Routs .062 a pelt Entry Carrier Routs .062 x pea. $

5-Digit !Wooded .069 x pea 3(5 -Digit Presort .086 x ob.
3-Digit Barcodes( .076 a pelt Basic .099 a pct
3/5-Digit ZIP + 4 .092 a pelt.

BCE Saturation W/S .054 x pelt.

3/6-Digit Parson .066 x pelt.
Basic Barcoditd .082 x pea.
Basic ZIP + 4 .092 x pet
Basic .099 x pos.

SCE Saturation W/S .054 x pelt.
Entry Cart* Routs .057 x Dos $ Entry Caftan Routs .057 x pct. $

Baroodod .064 x pelt 3/5Digit Presort .081 x pelt -
3-Digit Barcodtid .071 x pelt Basic .094 x pea
3/5-Digit 21P + 4 .077 x pelt = 9

MU Saturation W/S 049 a pea. -

3/5Digit Presort .051 x pelt
Basic Ihroodal .077 x pelt.
Basic ZIP + 4 .067 x pelt.
Basic .094 x pc* -

DOU Saturation W/S .049 x pelt
Entry Carrier Routs .052 a pelt. Entry Carrier Route .052 x pos.

Total - Port A (Carry to hint of form) Total - Pert111(Cany to front of farm)

Nonfinite - .2062 lb. 13.3314 oz.) or Lass
Al MM - Mote than .202 10.13.3314 oz.)
Out less than 1.0 lb. 116.0 oz.)

bons Saturation W/S .073 x pelt = Nano Saturation W/S .002 x
Carrier Routs .080 x pos. plus .341 x lbs
3/5Digit Presort .111 x pelt - Carrier Routs .009 x pelt
Bessie .125 x pelt plus .341 x lbs

3/5Digit Presort .040 x pea
Pius .341 x lb* $

Basle .054 x pelt .
Plus .341 x lbs

MC Saturation W/S .061 x pelt - INC Saturation W/S .002 x pea
Entry Carrier Route .068 x pcs Entry plus .253 x lbs

3/5Digit Presort .099 x pelt Carder Route .0011x pea
Basic .113 x pelt Plus .283 x lbs.

3/5-Digit Presort .040 x pcs.
Pius .283 x lb*

Basic .064 a cs -
plus .283 x lbs

SCE Saturation W/S .056 x pcs - SCE Saturation W/S .002 x pelt
Entry Carrier Routs .063 x pea Entry Plus .260 x

3/5Digit Presort .094 a pea Carrier Route .009 a pelt. -
Basic .1011 x pea - Mull .250 x lbs

3/5Digit Presort .040 x pea

plus .260 x lbs -
Basic .054 x pelt

owe .280 x lbs

00U Saturation W/5 .051 a pelt DOU Saturation W/S .002 a pelt
Entry Cerrito Roots .068 pelt - Entry plus .237 a

Carrier Rout* .009 x pea

Pius .237 x Ibs -

Total - Part C (Carry to from of farm) Total - Port D (Carry to front of form)

PS Form 3602-N, May 1991 (Reverse,

Chargo

2 55 BEST COPY AVAILARLE
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UNIT 5: STATEMENT OF MAILING
WITH METER OR PRECANCELED POSTAGE AFFIXED

BULK THIRD-CLASS MAIL (REGULAR. OR NONPROFIT RATES)

Vocabulary: bulk affix precanceled

GETTING READY

Read the following statements and check YES or NO.

1. This form is for mailings without indicia.

2. This form is for nonprofit organizations or
for-profit companies.

3. Ace Mailing needs to affix 29( stamps on the
mailings using this form.

4. Ace Mailing has a permit to meter mailings using
this form. It's authorized to meter postage.

5. Because Ace Mailing is authorized to affix meter
postage for bulk third-class mail, Ace Mailing is
the Permit Holder.

Meter Stamps

FISTAzair*
S 0.0 0 **
Fr METER *

000000 * *

256'

YES NO

pre-cancelled stamps
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METERED POSTAGE

READING

NM NO). -C-ms
i"Arc' 0

U.S.POSTAGE

JUNE '91 .47°I
.0 0

.B. METER
000000

U. S POSTAGE

IV: 0 0

H METEROC, 00

Look at the sample postcard and form. Then read the following
questions (on page 33) and circle or write the correct answers.

UNIVERSITY OF CALIFORNIA EXTENSION
BUSINESS & MANAGEMENT
P.O. BOX 6050
IRVINE, CA 92716-6050

Mr. David Cooper
667 Main Street
Daly City, CA 94231

Dear Mr. Cooper,

We received your application for the Business Summer Program,
but we used your current transcript and a copy of your resume

to process the application. Please send them to the above

address by June 15, 1992.

2 i ".



IEStatement of Mailing with Meter or Precanceled Postage Affixed
Bulk Third-Class Mail (Regular or Nonprofit Rates)

Aram

Method of Payment
Meter Postage

O Precanceled Stamps

MAILER: Complete all items by typewriter, pen, or indelible pencil. Use Form 3606 it you need a receipt.

Post Office of Mailing

S. F. 6IMF
Pirmit No.

345.6

Date

Mailing Statement Sp. No.

Processing Category
SOMM 1261

XLetters
O Flats
0 Machinable Parcels
O Irregular Parcels
0 Outside Parcels

Permit Holds Name Telephone Number
& Address
(Include ZIP Cods)

Ake dulling
2.757 160,sttac
5F, CA 14193

k43422a
Receipt No.

Authorized to use nontholit.rates? IOMM 6251'
0 Yes X No

No. Sacks

3
No. Trays No. Pallets No. Other

Weight of
Single Piece . --- pounds

USPS Authorized Mailing ID Cadets)

Name i Address of Individual or Organization for
Which Mailing is Prorated
(If other Menthe permit holder)

lintreipiy of ealif4n) is _arionsion
,o-lainess and taleinest

litolosr.
Irvine , A 92f/6 - 6456
Authorized to nonprofit rates? IOMM 825)*

XYles O No

Total Pieces in Mailing

Nome and Address of Mailing Agent
(If other than the permit holds )

(Total Weight of Mailing Sacking Based on
X 125 Ks. 0 15 lbs. 0 both COMM 641)

Check AN That Apply CUSPS Only)

0 Centralized Postage Payment
0 Plant Loaded to
o Plant Verified Drop Shipment to
O EIMM 144.6 Drop Shipment to
O SMAU Entry at
0 Ong. 0 Dest. A/0 ZIP
0 Orig. 0 DIM. SCF 30 ZIP
0 Orig. 0 Diet. VAC

For bulk mailings of automation-compatible iettafeite pieces DMM 520) go to Pert A on the
reverse of this form.
For bust mailings of non - automation compatible letter-size pieces (see DMM 125) weighing
.2067 lb. (3.3067 oz.) or less (or .2002 lb. (3.3314 oz.) or less for nonprofit), go to Part on tr..
name of this form.
For bulk mailings of non letter -size pieces Ism DMM 1281 weighing .2067 14.(3.3067 oz.) or less
(or .2082 lb. 43.3314 oz.) or less for nonprofit), go to Part C on the reverse of this form.

For bulk mailings of all Discos (at DMM 128) weighing more than .2067 14.13.3067 oz.) for .2062
lb. (3.3314 oz.) for nonprofit) but less than 1.0 lb. 116.0 oz.), go to Part Don the reverse of this
form.

Vf

r.
e

Part A

Part B

Part C

$

4 20. /3

Part D $

RatelPiece
$ b.-

or Total Postage
Postage affixed at (Check one) 0 Correct Rate 0 Lowest Rate 0 Neither COMM 661.3241

Single-0%a Rote 0 or Additional Postage payment
(State reasons for Additional Postage)

Is additional bulk pound rate paid by permit imprint? 13502.R N required) 0 Y 0 N

No. Pieces

20. 13

,
3
*a
.=

The signature of a mailer unifies that: (11 the mailing does not violate DMM 825; (2) only the mailer's matter ie being mailed; 13 this is not cooperative

mailing with other persons or organizations that the not authorized to nab at special bulk thied-class rates at this office; (4) this mailing has not been undertaken

by the mailer on behalf of or produced for enotMr meson or organization not authorized to mail at specialbulk third-Class rates at this office; end (5l it will be

liable for and egress to pay. sublect to appeals prescribed by postal laws and reputations, any Mere* defieienoilall *messed on this fosilthil. lorrothol due to
finding that the mailing is cooperative or for other reasons. Of this form is signed by an agent. the agent certifiesthat it is authorized to sign this snatement.

that the certification binds the agent and the nonprofit nailer, and that both the nonprofit mailer and the *gent will be Wale for ender** to PeY any deficiencies.)

TM submission of a false, fictitious or fraudulent statement may result in imprisonment of up to 5 years and fine of up to I110.000118 USC 1001). In *Dation,

a civil penalty of up to $5,000 and en addttionel msessment of twice the amount falsely calmed may be Imposed (31 USC 38021.

I hereby certify that 66 information furnished on this form is accurate and truthftdb and that this materiel presented qualifies for the rates of

postage claimed.

Signature of zit Ho er or Agent fbo ipel and agent the listh). for any postage deficiency incurred) Number

mi "4%2'3

8
as

Single Piece
Weight

Am the fawn at left odiusteel from mailer's entries?
. Pounds If "Yes" Reason

Cheek One Presort Verification Per.

0 Vera. Not Scheduled 0 formed as Scheduled

0 Yes 0 No

Data Maier Notified Contact

I CERTIFY that this mailing has been inspected concerning: 1) eligibility for the rate of postage claimed; 2) proper preparation

fend presort where required); 3) proper completion of the statement of mailing; and 4) payment of the required annual fm.

Signature of Weigher Tim AM

PM

by (Initials)

Round Stamp IRequired)

PS Form 3602-PC, May 1991 Financial Decument - Forward to Finance Office

2 3
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Form 3602-PC Third-Class Regular or Nonprofit Rates Postage Affixed
Postage Computation Bulk Rates

Entry
Discount
(If Any)

Ptesort/
Automation Net
Discounts Rate

Count
(Pcs/Lbal Charge

Entry
Discount
(If Any)

Presort/
Automation Net
Discounts Rate

Count
fPcsilbs) Charge

Automation-Compatible Letter

None Saturation WrS .

Carrier Route .

5-Digit Barcoded .

3-Digit Barcoded .

3/5-Digit ZIP + 4 .

3/5-Digit Prison .

Basic Barcoded .

Basic ZIP 4. 4 .

Basic

!MC Saturation W/S
Entry Carrier Route

5-Digit Barcoded
3 -Digit Barcoded .

3/5-Digit ZIP + 4 .

3/5Digit Presort
Basic Barcoded .

Basic ZtP + 4 .

Basic

SCF Saturation W/S
Entry Carrier Route

5-Digit Barcoded .

Barcoded
3/5 -Digit ZIP + 4
3/5-Digit Presort
Basic Barcoded
Basic ZIP + 4
Basic .

CIOU Saturation W/S
Entry Carrier Route

10MM 520)

x pcs $

NonAutomationCompatible Latter
(.2082 lb. 13.3314 oz.) or leas

None Saturation W/S
Carrier Route
3/5-Digit Presort0.0a9
Basic .

*MC Saturation WIS
Entry Carrier Route .

3/5Digit Presort
Basic

SCF Saturation W/S .

Entry Carrier Route
3/5-Digit Prison
Basic

Wu Saturation W/S
Entry Canis( Route

.2067 lb. (3.3067 oz.) or less
for nonprofit)

yes
pcs. $ x pcspcs grS pcs. $ /4x pcs $ x pcs. $
pcs. $

pcs. $

Des $
pes.
pcs. =

pcs. =

x pis.
x pcs. pcs...

pcs. $ Pct.x pcs. $ x Pis. =x pcs.

x pos...

pcs =
x pcs. $
x pis. $
x pis.

x pcs $
x PCS - x pet = $x pcs. $ pis $x pcs. = x pos.. $

Drs. $

x pcs.

pis.
x pcs
x pcs. =
x pcs =

x pcs. = $
x pcs. = $ ci"s $

Total - Part A (Carry to front of form) Total - Part 8 (Carry to front of form) $,D. /3

Nonfat/sr - .2067 16.13.3067 oz.) or loss
1.2082 lb. 13.3314 oz.) or has for nonprofit)

All Mail
1.2082 tb.
Enter the
In IMAM

- More than .2067 lb. 13.3067 oz.)
(3.3314 oz.) for nonprofit) but lass

applicable rats applied to each piece
611.242

than 1.0 lb. (16.0 oz.)
computed as described

None Saturation W/S x pcs. $ None Saturation W/S x pcs = $Carrier Route
3/5Dign Presort

x pcs. Carrier Route
.3/5-Digit Prison

x pcs. $
pcs.

pcs.Basic x pea $ Basic x pcs I
BPAC Saturation W/S x pcs. = $ MC Saturation W/S x pis x I.Entry Carrier Route x pcs. = $ Entry Cerrito Route x PCs. = $3/5 -Digit Presort x pcs = 8 3/5-Digit Prison x pcs = $Basic x pcs. - 8 Basic x pcs = $

SCF Saturation W/S x pcs. = S SCF Saturation W/S pcs $Entry Carrier Route x pcs - $ Entry Carrier Route pcs3/5-Digit Prison x pcs. = $ 3/5-Digit Presort pcs $Basic x pcs. = $ Basic pis.
ODU Saturation W/S x pcs. DOU Saturation WIS x tics ..Entry Carrier Route x pis $ Carrier Route x pis. $

Total - Part C (Carry to front of form) Total - Part 0 (Carry to front of form)
PS Form 3602PC, May 1991 Mews.)

2 J BEST COPY AVAILABLE



1. Do the mailings have permit imprints (indicia)?
2. Are the postcards affixed with precanceled stamps?
3. The postage is metered by Ace Mailing.
4. Ace Mailing is the permit holder.
5. The postcards are in sacks; 125 pieces per sack

and the total weight is less than 15 lb. per sack.

6. How many sacks are there in total?

TES NO

33

7. How much does each postcard weigh? Less than lb.

8. What size are the mailings?

9. How much is it per piece?

10. What's the total postage?

WRITING

Read the instruction and fill out the form.

Mail 300 brochures for John Doe (see the following sample).
Meter the postage of 11.10 on each brochure. They are in 2
P.S. bags. Each brochure is 9 x 12 and it weighs 8 oz.
Fill out the form.

John Doe
123-1st Avenue
San Francisco, CA 94100

260



34

Statement of Mailing with Meter or Precanceled Postage Affixed
Bulk ThirdClass Mail (Regular-or Nonprofit Rates)

Method of Payment
Meter Postage

0 Precanceled Stamps

MAILER: Complete all items by typewriter, pen, or indelible pencil. Use Form 3606 if you need a receipt.
Poet Office of Mailing Date

Permit No. Mailing Statement Seq. No.

Permit Holder's Name
4 Address
(Incl ude ZIP Code)

ITelephone Number Receipt No.

Processing Category
(DMM 1281
0 Letters
0 Flats
0 Machinable Perces
0 Irregular Parcels
0 Outside Parcels

Authorized to use nonprofit.rates? (DMM 6251'
0 Yes 0 No

No. Sacks INo. Trays No. Palau INo. Other

Weight of a
Single Piece pounds

USPS Authorized Marling ID Cods(s)

Total Pisan in Mailing Total Weight of Mailing Sacking Based on
0 125 pcs. 0 15 lbs. 0 loth (DMM 641)

Name S Address of Individual or Organization for
Which Mailing is Prepared

other than the porn* holder)

Authorized to use nonprofit rates? (DMM 6251'

0 Yes 0 No

Name and Address of Mailing Agent'
01 other then the permit holder)

Check AN That Apply (USPS Only)

0 Centralized Postage Payment
0 Plant Loaded to
0 Plant Verified Drop Shipment to
0 DMM 144.8 Drop Shipment to
0 °MAU Entry at
O Orig. 0 Oast. A/0 ZIP
0 Orig. 0 Des,. SCF 30 ZIP
0 Orig. 0 Dera. BMC

For bulk mailings of automation-compatible letter -size pieces Ices DMM 5201 go to Part A on the
reverse of this form.

For bulk mailings of non-automation compatible letter -size paces (see DMM 126) weighing
.2067 lb. 13.3067 oz.) or less (or .2082 lb. 13.3314 oz.) or NMI for nonprofit). go to Part 8 on the
reverse of this form.

For bulk mailings of non letter-size pieces Ion DMM 1261 weighing .2067 lb. 13.3067 oz.) or leas
(or .2082 lb. 13.3314 oz.) or less for nonprofit), go to Part C on the reverse of this form.
For bulk mailings of all pieces Ism OMM 126) weighing more than .2067 lb. 13.3067 oz.) (or .2082
lb. 13.3314 oz.) for nonprofit) but less than 1.01b. (16.0 oz.), go to Part 0 on the reverse of this
form.

e

Part A

Part B

Part C $

Part 0 $

Single -Piece Rate 0 or Additional Postage Payment
(State reasons for Additional Postage)

No. Pieces Rate/INK.
$ $--

Is additional bulk pound rate paid by permit imprint? (3602R or N required) O Y O N

Postage affixed at (Check one) 0 Correct Rate 0 Lowest Rate Cl Neither 10MM 661.324) Total Postage

S.

'I:
;.2

ei
Le

The signature of a mailer certifies that: Ill the mailing does not violate DMM 625; (21 orgy the mailer's matter is being mailed; (3 this is not a cooperative
mailing with other persons or organizations that are not authorized to mail at special bulk third-class rates at this office; (4) this mailing has notboon undertaken
by the moiler on behalf of or produced for another person or organization not authorized to mail at special bulk third-class at this office; and 151 it will be
liable for and agrees to pay, subject to appeals prescribed by postal laws end regulations, any revenue deficiencies mewed on this mailing, whether due to
a finding that the mailing is cooperative or for other reasons. (It this form is signed by an *gent. the agent aerobia that it is authorized to sign this statement,
the the certification binds the agent and the nonprofit mailer, and that both the nonprofit mailer and the agent will be liable for and agree to My any deficiencies.)

The submission of a falm, fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of up to $10.000118 USC 10011. In addition.
civil penalty of up to $5.000 and an additional asasument of twice the amount Wooly claimed may be imposed 131 USC 36021.

I hereby certify that al Information furnished on this hum Is accurate and truthful. and that this materiel presented qualifies for the rates of
postage deleted.

Signature of Permit Holder or Agent Moth principal and agent are table for any postege deficiency incurred) Telephone Number

O

IL,

Single Piece
Weight

Are the figures at loft adjusted from mailer's entries?
pounds II "Yoe" Roman

O yes C No

Check One Presort Verification Per-
0 Vero. Not Scheduled O formed as Scheduled

Data Mailer Notified ly (initials)

I CERTIFY that this mailing has been inspected concerning: 1) eligibility for the rate of pottage claimed; 2) proper preparation
(and presort where required); 3) proper completion of the statement of mailing; and 4) payment of the required +Inoue fee.

Signature of Weigher Time AM

PM

Round Stamp (Required)

PS Form 3802-PC, May 1991 Financial Document - Forward to Finance Office
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Form 3602-PC Third-Class Regular or Nonprofit Rates Postage Affixed
Postage Computation Bulk Rates

Entry Presort/
Discount Automation Net Count
el Any) Discounts Rat* (PcsA.bs) Charge

Entry Presort/
Discount Automation Net Count
at Any) Discounts Rate tecsitbs) Charge

Automation-Compatible Letter 10MM 520)
Neat Saturation WIS . x pes.. $

Carrier Route . x pea..
Ilincoded . x pa $

3-Digit Berconed . x pcs
3/543igit 21P + 4 pas.
3/5-Digit Prison x pcs
Basle encoded x pa s
laic ZIP + 4 $
B asic pea..

BN1C Saturation WIS x pcs
Entry Cotner Route I

5-Digit Barcodatt pas
3-Digit Bareodad
3/5-Digit 2lP + 4 pcs
3(5-Oigit Proton $
Basic Barcoded x pcs
Rosie ZIP + 4 x pcs $
!Basic x pcs.«

$CF Saturation W/S x pcs
Entry Carrier Route . a pcs $

6-0p t Bareodid . x pcs $
3 Digit Sarcoded pcs
3/5-Digit ZIP + 4 x pcs
3/5-Digit Presort x pcs $
Basic Bareodad x pcs..
Barrie ZIP + 4 x pos..
B asic

D OU Saturation W/S a pes.. $
Entry Carrier Route a pcs.« $

tionAutomation-Compatible Lotter .2047 lb. (3.3067 ez.) or lees
(.20112 lb. (3.3314 oz.) or less for nonprofit)

NOM Saturation W1S x pea «
Carrier Route a pea..
3/5-Digit Prasort nes..
Basic x. pc* $

BOAC Saturation W/S x pcs..
Entry Carrier Routs X pCS. .

3/5-Digit Presort a pcs -
t eak x act .

ACC Saturation W/S x pcs -
Entry Carrier Route x pcs -

3/5-Digit Presort a pc* -
Basic x pcs .

000 Saturnian WIS x pcs -
Entry Carrier Route x pc* $

Tool - Part A (Carry to front of form) $ Total - Port teeny to front of form)

Montana. - .2067 lb. 13.3067 oz.) or less
1.2082 lb. (3.3314 oz.) or loss for nonprofit)

None Saturation W/S x ocs
Carrier Rout. x pcs
3/5Digit Presort a pea -
S ane a pcs.

IIIPAC Saturation W/S a pea -
Entry Carrier Route x pas ..

3/15-0tot Presort a pea -
B asic x pas -

BCC Saturation W/S a pcs -
Entry Cardin Rout. a pas .. $

3/5-Digit Prawn a pcs a,
B asic x pea iii 11

DOB Saturation W/S a peg
Entry Conlin Route x pc* $

AR Mal - More then .2067 lb, (3.3067 oz.)
(.2082 11).13.3314 oz.) for nonprofit) but Sees than 1.0 lb. 116.0 oz.)
Enter the applicable rate appliml to Ditch pleat computed as described
In D1MA 1111.242

Nests Saturation W/S
Carrier Rout.
315Digit Prison
Basic

MSC Saturation W/S a
Entry Carrier Route

3/5-Digit Presort
Mole

BCC Saturation W/S
Entry Carrier Route

3/5-Digit Presort
Vatic

ODD Saturation WIS
Carrier Route a

pcs -$
pes .
pcs
pos..

pos..
pcs -
pcs
pcs

pcs
pcs
pet
pcs

pcs
pee

Total - Part C 'Marry to from of form) $ Total - Pert 0 (Carry to front of form) $
PS Form 3602-PC. May 1991 (ftverse(
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REVIEW

Summarize the differences among the three forms:

1. Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

2. Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)

3. Statement of Mailing with Meter or Precanceled Postage Affixed
Bulk Third-Class Mail (Regular or Nonprofit Rates)



ACE NAILING TEACHERS' NOTES

MODULE 5

LISTENING SCRIPT AND ANSWER KEY

2 4;



UNIT 1

MATCHING -- p.2

1. a 4. d
2. b 5. c
3. b 6. c

READING -- p.3

1. Letters 6. Irregular Parcels
2. Letters 7. Flats
3. Machinable parcels 8. Irregular Parcels
4. Flats 9. Machinable Parcels
5. Machinable Parcels 10. Letters

GETTING READY -- P.4

1. I Personal letters are first-class mail.
Third-class mail is printed material.
First-class mail is faster than third-class.
Third-class mail is heavier than first-class.
First-class rates are higher than third-class.

2. 1) Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)--PS Form 3602-N

2) Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)--PS Form 3602-R

3) Statement of Mailing with Meter or Precanceled Postage Affixed
Bulk Third-Class Mail (Regular or Nonprofit Rates)--PS Form 3602-PC

3. A minimum of 200 pieces or 50 pounds.

4. Yes

5. See samples:

Nonprofit Org.
U.S. Postage

PAID

Bloomington, Ill.
Permit No. 16

BULK RATE
U.S. POSTAGE

PAID
B1UNGUAL

EDUCATIONAL
SERVICES, INC.

HMO

DC

BULK RATE
U.S. POSTAGE

PAID

CHICAGO. IL
PERMIT NO.0000

1._PERMIT NO. 0000

BULK RATE
U.S. POSTAGE

PAID



READING -- p.8

1. S.F. Museum of Modern Art
Oriental Gallery
Fort Mason Building A
S.F. CA 94123

WRITING -- p.9

UNIT 2

2. 4321
3. True
4. Yes

4111PStatement of Mailing with Permit Imprintsf Third-Class Mail (Nonprofit Rates Only)
ItZal

MAILER: Complete a8 Items by typewriter: pen, or indelible pencil Prepare in duplicate if you need a receipt.
Post Office of Marling

S.F. GMF
Date

Permit No.

123
Mailing Statement Seq. No.

Permit Holder's Name
& Address
(Include ZIP Code)

San Francisco
Art Directors Club
555 Market Street
San Francisco, CA 94102

Authorized to use nonprofit rates? (DMM 6251*
Yes No

Telephone Number Receipt No.

Processing Category
COMM 1281

0 Letters
O Flats
3 Machinable Parcels
3 Irregular Parcels

Outside Parcels

No. Sacks No. Trays No. Pallets No. Other

Weight of a
Single Piece . _ pounds

USPS Authorized Mailing ID Codels)

Total Pieces in Mailing Total Weight of Mailing Sacking Based on
0 125 pcs. 3 15 lbs. 0 Both (OMM 6411

Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Authorized to use nonprofit rates? (DMM 6251

YIN No

Name and Address of Mailing Agent
(If other than the permit holder)

Chock All That Apply IUSPS Only)

Centralized Pottage Payment

Plant Loaded to

3 Plant Verified Drop Shipment to
BMAU Entry at

3 Orig. Dest. Ar0 ZIP

0 Orig. 3 Dest. SCF 30 ZIP
0 Orig. 0 Dest. BMC

a
1
Vi

For bulk mailings of euternation-conwatIble letter -size pieces Mee OMM 5201. go to Part A on the
reverse of this form.

For bulk mailings of newoutornetlen weadatble liter -else pieces (see OMM 1281 weighing .2082 b.
(3.3314 ea.) el lac go to Part 11 on the Alvin* of this form.

For bulk mailings of non lettere/a pieces (see OMM 1281 weighing .2012 lb. 13.3314 osier lees.
go to Part C on the reverse of this form.

For bulk mailings of a pieces taw WM 128) weighing more then .20412 b. (3.3314 et.) but
lees then 1.0 b. (16.0 eta, go to Part Don the reverse of this form.

Part A $

Part B $

Part C $

Part D

Single Piece Rate 0 or Additional Postage Payment
(State reasons for Additions' Postage)

No. Pieces Hite/Piece
$

Is applicable bulk per piece rate affixed to each piece? (Form 3602 -PC required)

0 Yes 0 No
Total Postage

$

$

$

READING -- p.10

1. May 1, 1992 3. No
2. a) Letters 4. Ace Mailing

b) 575 2757 16th Street
c) Yes San Francisco, CA 94103
d) 3
e) 125 pieces (or more, but no more than 15 lb. per sack)

266



WAITING -- p.11

EStatement of Mailing with Permit Imprints
. Third-Class Mail (Nonprofit Rates Only)

MAILER: Complete all Items by typewriter, Oen. at Widelib(e pencil. Puma.* in duplicate if you need a receipt.
USPS Authorized Mailing ID Codels)

Post Office of Mailing
S.F. GMF c45/19/92

Permit No.
16531

Mailing Statement Seq. No.

Permit Holder's None Telephone Numb.-
& Address
(Include ZIP Code)

Sierra Club
II 730 Polk Street

San Francisco, CA 94109

Authorized to use nonprofit rates? tOMM 825r
ilEYes No

2 Nam* & Address of Individual or Organization for
Which Mailing is Prepared .
Of other then the Permit holder)

Authorized to use nonprofit rates? 1DMM 6251

0 Yes D No

Record No.

Processing Category
(DMM 1281
tit Letters
0 Flats
D Machinable Parcels
0 Irregular Parcels

Outside Parcels

No. Sacks

6
No. Trays No. Pallets No. Other

Weight of a
Single Piece . pounds

Total Pieces in Mailing

1,250

Total Weight of Meiling Sacking Based on
R125 pcs. 15 lbs. 0 Both 10PAM 6411

Name and Address of Mailing Agent'
Of mho than the permit holder)

Ace Mailing
2757 16th Street
San Francisco, CA 9410

Check AM That Apply 1USPS Only)

0CoMOMPoMgefitlymem
0 Plant Loaded to
0 Plant Verified Drop Shipment to

0 (MAU Entry at
0 Orig. Dint. MO ZIP
0 Orig. 0 Out. SCF 30 ZIP
0 Orig. 0 Oast. BMC

For bulk mailings of eirtensatierowneetible kitor-ein pieces Owe DMM 520). go to Part A on the
reverse of this form.

For bulk mailings of non-ausernaden compatible leterwthe. pieces Hee OMM 12111 weighing .2042 lb.
13.3314 oz.) Sr less. go to Part lion the revers* of this form.

For bulk mailings of non letter -slit Pisces Om DIAM 128) weighing .2042 M. 12.3314 oz.) or loss,
go to Part C on the reverse of this form.

For bulk mailings of all pieces (see OMM 1281 weighing mare than .2082 8.13.3314 oz.) but
lees than 1.01b. (10.0 es.). go to Pert Don the reverse of this form.

Part A $

Part B $

Part C $

Part D

Single Piece Rote 0 or Additions) Postage Payment
(State reasons for Additional Postage)

No. Pieces Rate/Piece
m$

Is applicable bulk per piece rate offered to each piece? (Form 3602PC required)

0 No

LIS. IiING p.12

T2
L:
T:

L:
T:
L:
T:
L:
T:
L:
T:
L:
T:
L:
T:

Total Postage

We need to mail these bags today.
Are they letters?
No, they are 8.5" x 4.5" brochures for St. Francis Memorial
Hospital.
Are they nonprofit?
Yeah. They are authorized to use nonprofit rates.
What's their permit number?
5608.
And their address?
900 Hyde Street, San Francisco, 94102
Could you spell the street?
H-Y-D-E.
How many pieces are there in total?
575 in 3 bags.
OK. This is the PS form. Could you check?
Sure. Thanks.

2



Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

.V4W22A

MAILER: Complete all items by typewriter. pen, or indelible pencil. Prepare in duidicate if you need a receipt,
Post Office of Mailing:

.F GMF Date

(current date)
Permit No.

5608 Mailing Statement Seq. No.

Permit Holder's Name Telephone Number
& Address
(Include ZIP Code)

St. Francis Memorial.
Hospital
900 Hyde Street
San Francisco, CA 94102

Authorized to use nonprofit rates? (DMM 6251'
U Yes Z..1 No

Receipt No.

?messing Category
(0MM 1281
0 Letters
g Flats
0 Machinable Parcels
O Irregular Parcels
O Outside Parcels

No. Sacks

3
No. Trays No. Pallets No. Other

Weight of
Single Piece -- pounds

USPS Authorized Mailing ID Codels)

Total Pieces in Mailing

575
Total Weight at Mailing Sacking Gesso on

g 125 pcs. 0 15 lbs. .0 Oath 10MM 641)
Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Authorized to use nonprofit rates? 101AM 625)

0 Yes 0 No

Name and Address of Mailing Agent'
(If other than the permit holder)

Ace Mailing
2757 16th Street
San Francisco, CA 9410

Check AN That Apply 1USPS Only)

O Centralized Postage Payment

0 Plant Loaded to
0 Plant Verified Drop Shipment to

SMAU Entry at

0 Orig. u Oust. Ai0 ZIP
0 Orig. 0 Dest. SCF 30 ZIP
0 Orig. 0 Deft. SMC

For bulk mailings of owtometien-cempetble letieraitse pieces Owe DMM 520).go to Part A on thereverse of this form.

For bulk mailings of non-automatIon compete* letter-she pieces (see OHM 1281 weighing .2062 le.
13.3314 al.) er fess, go to Part 6 on the reverse of this form.

For bulk moiling, of non lettnosise pieces (see OMM 1281 weighing .202 b. (3.3314 fn.) at less.go to Pert C on the reverse of this form.

For bulk mailings of all pieces Nee 0MM 1281 weighing more than .2082 b. 13.3314 oz.) but
lees then 1.0 6.111.0 oz.). go to Part 0 on the reverse of this form.

0
N)

2.8 O
fr

Part A $

Part B $

Part C $

Part D $

Single Piece Rate 0 or Additional Postage Payment
(State reasons for Additional Postage)

Is applicable bulk per piece rate affixed to each piece? Worm 3602PC required)
0 Yes 0 No

Rate/Piece
$ =

Total Postage $

No. Pieces

fa

Di
ii--
li.:

'The signature of a mailer certifies that: 11) the mailing does not violate DMM 625; 2) only the mailer's matter is being mailed; 13 this is not a cooperativemailing with other persons or organizations that are not authorized to mail at spacial bulkthird-class rates at this office; 141 this mailing has not been undertakenby the mailer on behalf of or produced for another person or organization not authorized to mail at special bulk third-class rates at this office; and (5) it will beliable for and agrees to pay. subject to appeals prescribed by postal laws and regulftiorts, any revenue deficiencies assessed on this mailing, whether due toa finding that the mailing is cooperative or for other reasons. 111 this form la signed by an agent, the agent certifies that it is authorized to sign this statement,that the certification binds the agent and the nonprofit moiler, and that both the nonprofitmailer and the agent will be liable for and agree to pay any deficiencies.)

The submission of a false fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of up to 110.000116 USC 1001). In addition.a civil penalty of up to $5.000 and an additional assessment of twice the amount falsely claimed may be imposed 131 USC 38021.

I hereby certify that al information furnished on this form is accurate and truthful. and that this material presented qualifies for the MOS ofpostage claimed.

Signature of Permit Holder or Agent (both principal and agent are liable for any postage deficiency incurred) Telephone Number

Single Piece
Weight

Are the figures at left adjusted from mailer's entries? 0 Yes 0 No
pounds if -yes" Reason

Total Pieces rot., Weight

Total Postage

Check One Presort Verification Per.
0 Vent. Not Scheduled 0 formed as Scheduled

Date Mailer Notified Contact By Onnials1

I CERTIFY that the mailing has been inspected concerning: 11 eligibility for the rate of pottage claimed; 2) proper preparation
land meson where required): 3) proper completion of the statement of mailing; and 14) payment of the required annual fee.

Signature of Weigher Time AM

PM

Round Stamp lRequiredl

PS Form 3602-N, May 1991
Financial Document - Forward to Finance Office
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READING -- p.16

1. B 4. C
2. B 5. D
3. B 6. D

P. 17

1. Yes
2. Yes

WRITING -- p.18

7. D
8. C
9. C

3. 158
4. Yes

UNIT 2

10. D

UNIT 3

Statement of Mailing with Permit Imprints
Third -Class MAllisilonprofit Rates Only)

MAILER: Complete eft Items by typewriter. pen. or Indelible piaci. Ptopese In duplicate if you noed a 'Pelf)

Post Office of Mailing
S.F. GMF

Date

(current date)
Permit No.

158
Mailing Statement Sp. No.

Permit Holder's Naps
& Address
(Include ZIP Code)

Telephone Number Receipt No.

Processing Category
(DMM 128/
a Letters
3 Flats
3 Machinable Parcel.
3 Irmgular Parcels
3 Outside Parcels

g S.F. Performing Arts
Library and Museum
399 Grove Street
San Francisco, CA 94102
Authorized to we nonprofit rams? 10MM 6261*

Yu O No

a

No. Sacks

2

No. Trays No. POWs IN*. Other

Weight of a
Single Piece . pounds

LISPS Authorized Mailing ID Codels1

Total Pieces in Marling

575
Total Weight of Mailing Sacking Rash on

X 125 psi. 0 15 lbs. 3 Both (DMM 641)

Nome 4 Address of Individual or Organization for
Which Mailing is Prepared
III ether than the permit holder)

Authoring to on nonprofit rotes? IMAM 626)

0 Yes 0 No

Name and Address of Mailing Agrint
Of other than the permit holder)

Ace Mailing
2757 16th Street
San Francisco, CA 94103

Check AS That Apply (LISPS Only)

3 Centralized Postage Payment

0 Plant Loaded to
Plant VanINg Drop Shipment to

&MAU Entry at

3 Orig. 0 Dest. A/0 ZIP
LI Orig. 0 Dest. SCF 30 ZIP
3 Orig. O Dest. EIMC

For bulk mailings of sueswiefien-sempedble Mtqelee pieces Ise. DMM 520). go to Pert A on the

reverse of this form.

For bulk mailings of 110111MIMIltiON arevemeilis ionetobe Pecos flee DIAM 128) weighing .2082 Ils
13.3314 es-) or lees. go to Pert on the nurse of this form.

For bulk mailings of non Issewslee rims less OMM 1281 weighing .20112 A. 13.3314 ot.1 sr loss.

go to Pert C on the rows* of this tom.

For bulk mailings of si Pieces IMO DMM 1281 woighirq more this .2042 b. 13.3314 et.) bet
MN Own 1.0 A. (14.0 ez.l, go to Pan Don the reverse of this form.

Part A $

Part 13

Part C $

Part 0

Single Piece Rate 0 or Additions' Postage Payment
IStats masons for Additional Pottage)

No. Pieces

Is essekeelo PIA per piece rat* affixed to mob pion? Poem 3602PC required)

0 Yes 0 No
ITotal Postage

asurPisce

-- $

2 JJ



Statement of Making with Meter or Preeenceied Postage Affixed
Bulk ThirdClose Mu (Regular or Nonprofit Rates)am=

1Mthod of Payment
o Meter Postage
0 Ptecancaled Stamps

18.42/211: COMINON M Nteni be 12Peerile. pen. 0. 0060 8004 Use Rpm 3110e if you nisi a 01.0.
im 044.0

Pima N. W imp 7404401 Su. 111.

iiWero NW* ITelYows Nwestas
a4.044

Mame 70 COW

UPS 44 511 111Arri 10 C011110

Mal 11 re 01400 0LY 8214
a Yoe U No

1 I10S 04 N.. Tmos Me Pala. IN.. 011or

Wello 01
Simi, Pine . OMAN
Tsui Poem Wise 1300 Weise 0 lissit 840.01114

0 12$ im 0 lib.. 0 1104 0011841)
Nom Adams el 144.40.410 Ommoissatlie
MP. Moms I esemt

Mee leas IM messo MINN

/40004/01 0 me 400111 rim? 12010 UN'
0 V. ow

Nom w Adolmo el 11140, AfpI"
e t ewer IMO ea mar SWIM

040All 1101440, mos cam

Cooiest haw him*.
Not WON le
PI Volo4 POI $4MM.1-
PM 144.8 0.0 $040.4
1010.11mos
0. 3 Clow AA 00
OS, 3 Oat. SC, 313 DP
OW J On WC

IVStatement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)azrzA

MAUI: Cmoiso 0114411110 0114001444. MA. m pm& Noyes is oleos. is yew weed mgr.
UIPS Auseest lihi 0 001.11

rt
a

Cul Oloo et WNW.

Aseem No.

PI 1m a..1 Oftee '100 ei Ponese
Sam.

INNiode 20 Co1

.oceNre Csisms
01110 1381
0 LOPIMI1

J Flaw
iJ 100410 Poem.

ammo M. J Itemise Prook
0 Climole Pone*

ilmosol10144404 10. N.

0161 IN.. T,.e. NO.0016 N. 01*.

Wooed el
1_. Pam . -
T001100. - bledm Wisps 0 Mossy Saclry load en

a 1211 N..O 111 be 0 UM 00M 11411

Nrm Add. 01.0.041 N Owassen
Soso 1400. MOM*/

015 W Mow 1M folm.11010orl

Nom * Aiaoeo N Memo awe
111 van we m.forl 1.0.1

Ciec AI ism As* WW1 0,441

0 Cresiost Sostoset040.1
0 Plom losial
0 Mem Vanlet Om, I4ses04
0 116011 toms 0
OP} 0100. APO 2111
004 00.11 SC, 3031P
0 Ong. 0 00 11C

Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

UV=
MAUI: C 0 0 1 1 0 1 4 18110.4 W 1750 5111 0 . HS. O f SNOW meal. INGNINDIN 0011010* M 84 seed 0440.

Poso 0100 N 1110.11011

Perml Pio.

141.0101 IMMO reitl....111..4..
AIRMInA

NNW. OP C01

Auoiso 11 las miteiti min? 104,41 UV.
L1 Poo 0 Ns

004

1410.1110110451 Swil. N..

*Neel N.

NeN..11144 Ns Two

Wove 0
10410 MO - 1100410

UPS AsIssemi Moms 0 Coolme

T10 Mum di 10001 1200 Wmot 0 Mery 1000 800 m
312i ma. 0 1 11 M. 0 1104 01011411

Wm 444/40 1.4.111 I Omprosesen
Vetsth Weal Mowed

seer wee WI esst 1141

Milsonet 11.114IseM4 Nies/ COM gni
'0 Pei O 116

Nom ant *lms. 0 ileme Apse
mfte MM 'rem 0440

Chick Al TMN IV*, WW1 0.11

3 Cemesie 1105
3 Nam WNW is
3 1100 a11I1.11411
Z rMMI Mee is
3 Oki 0 Ow AO VP
3 Owl 0 log. 311

3 Pie. 0 kw SIC
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CENTS (0) AND DOLLARS ($) -- p.20

1. 2000
2. 500
3. 80
4. 10.10
5. 19.80

6. 290
7. 11.10
8. 13.20
9. 14.60

10. 6.30

NON MUCH -- p.20

1. $25 4. $113.85
2. $24.5 5. $349.5
3. $16.2 6. $94

7. $0.165 x 650 = $107.25
8. $0.063 x 3000 = $189
9. 10.90.= $0.109

$0.109 x 575 = $62.67(5)
10. 9.40 = $0.094

$0.094 x 250 = $23.5

READING -- p.21

1. Yes 5. 575
2. No 6. $63.83
3. No 7. Yes
4. $0.111

READING -- p.23

a. The rates are different.
b. Form 3, Part C is different.

READING -- p.22

(see next page)
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Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)czArrx.

MAILER: Complete a/I Items by typewriter. pon, of indelible pencil. Prepare in duplicate If you mod receipt.Poet 0114* Of Malmo

S.F. GMF
Date

5/25/92
Permit No.

1234
Mailing Statement Seq. No.

Permit Holders Nom
Address

ended* ZIP Code/

DeYoung Museum
4321 Park Road
San Francisco, CA 94111

Authorind to use nonpeofit rates? 10MM 625
Yes 0 No

To Upham lumbar Receipt No.

Processing Category
OMM 1291

Letters
Flats
Mathinsble Parcels

0 luzguiar Parcels
O Outside Parcels

No. Sacks

2
No. Trays No. Pakets No. Other

Weight of a
Single Piece --- --- --- pounds

USPS Authorized Mailing ID Cadets)

Total Pieces in Meiling

250
IT... Weight of Meiling Sacking Based on

111 125 pcs. 0 161b5. 0 lloth 10MM at 11Norm & Address of Individual or Organization for
Which Mailing N Pretirwed
if other than the tionnit holder)

Authorized to 04e nonprofit rates? OMM 625r
0 Tea 0 No

Name and Address of Mailing Agent
61 other than the pewit holdrol

Ace Mailing
2757 16th Street

San Francisco, CA 94103

Chock As That Apply ASPS Only)

OCorMaksod Pcmago Payment
O ?Mont Loaded to

0 Plant Verified Drop Shipment to
0 !MAU Entry it
O Otis. 0 Oast. MO ZIP

04. 0 Don. SCX 3D 24,
0 Orig. 0 pest. IIMC

0

Entry
Discount
Ill Any)

Present
Automation
Discounts

Net Count
Rate 1Pcs40s1 Charge

Non-Automation Compstibli Louse
.2082 lb. (3.3314 05.) of less
None Saturation W/S

Carrier Route
.071
.074 x

pcs $
pcs $3/500 Prison ZMJ s 24.5Basic

.099

.111 x
pcs
pcs. $

$MC Saturation W/S .059 pcs. $Entry Carrier Route .062 pcs. 41

3/5 .Digit "W104 .066 x pOS
basic .099 x pcs $

10F Saturation MS .054 x pcs $Entry Corr* Route .057 pcs
3/5 -Digs Prison .061 x pc. $
Basic .094 ir pcs $

WU Saturation W/S .049 pcs 11
Entry Corny Route .052 pee $

Total - Part I (Cony to front of Nem) , 24.5

4Pars A on the

sighing .2632 lb.

14 et.) or We.

4 oz.) but

Part A

Part B

Port C $ 24.50

Part D $

No. Pieces nate/Piece
ao

Total Postage -Ili'
$ 24.50

2'1'2
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UNIT 4

GETTING READY -- p.25

1. YES
2. NO
3. YES
4. YES

WRITING p. 25/26

411V:
Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)

ars
MAILER: Complete all Items by typewriter, pert. or indelible pencil. Prepare In duplicate If you need a receipt.

Post Office of Mailing

S.F. GMF
Oats

:current date)
Permit No.

12
Mailing Statement Seq. No.

Processing Category
COMM 1281

X Letters
0 Flats
0 Machinable Parcels

Irregular Parcels
J Outside Parcels

Permit Holder's Name
& Address
(Include ZIP Code)

John Doe
123 1st Avenue
San Francisco, CA 94110

Telephone Number Receipt No.

No. Sacks No. Trays No. Pellets No. Other

Weight of a
Single Piece . 2_ .Q a 2. pounds

LISPS Authorized Mailing ID Codels)

Total Pieces in Mailing

575
Weight of Mailing Sacking Based on

0125 pcs. 3 15 lbs. al Both 1DMM 641)

Name & Address of Individual or Organization for
Which Mailing is Prepared
(If other than the permit holder)

Name and Address of Mailing Agent
(If other than the permit holder)

Ace Mailing
2757 16th Street
San Francisco, CA

94103

Check All That Apply (USPS Only)

0 Centralized Postage Payment

3 Plant Loaded to
Plant Verified Drop Shipment to

0 !MAU Entry at
3 Orig. Dist. Ar0 ZIP

0 Orig. 0 Dem. SCF 3D ZIP
0 Orig. 0 Den. BMC

For bulk nailings of automatiortoompatble latter -alas pieces (see DMM 5201. go to Part A on the
reverse of this form.

For bulk mailings of news/Remotion compatible latter -slit pieces (see DMM 128) weighing .2067 lb.
13.3067 oz.1 or less. go to Port 8 on the reverse of this form.

For bulk mailings of non letter-else pieces Imre DMM 128) weighing .20117 6.13.30417 oz.) or Mu.
go to Port C on the reverse of this form.

For bulk mailings of all pieces (see DMM 1281 weighing MOM than .2067 6. 13.30117 ez.1 but
Am then 1.0 6. (14.0 oil go to Port Don the reverse of this form.

Part A $

Part B $ 94.87

Part C $

Part D $

SinglePiece Rate 0 or Additional Postage Payment
(State reasons for Additional Postage)

No. Pieces Rate/Piece
$ .8

Is applicable bulk per piece rate affixed to each piece? (Form 3602 -PC required)

Yes 0 No
Total Postage $ 94.84

4 J
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Form 3602-R - Third-Class Regular Rate - Permit Imprint
Postage Computation - lir Rates

Entry Presort/
Discount Automation Net Count
Ilf Any) Discdunts Rate (Pcs/Lbs) Charge

Entry homy
Discount Automation Net Count
(If Any) Discounts Rats Mes/Lbs) Charge

Automation-Compatible Latter IDMM 520)

None Saturation MS .124 x pcs.
Carrier Route .131 x as
5-Digit Barcoded .146 X pcs

Barcoded .154 x pcs
3/5-Digit ZIP + 4 ,161 x pcs
315-Digit Prison .165 x pea.

Basic Breaded .179 X pci
Basic ZIP + 4 .189 x pcs.

Basic .198 x pcs.

MC Saturation MS .112 x pcs
Entry Carrier Route .119 x pcs

5 -Digit Barcoded .134 x pcs
3-Digit Barcoded .142 x 'pea".
315.Diglt ZIP + 4 .149 x pcs
3/5-Digit Presort .153 x pcs

Basic Barcoded 187 x pcs $

Basic ZIP + 4 .177 x pee

Basic .186 x pcs

SCF Saturation WIS .107 x pcs

Entry Carrier Route .114 x pc*
5-Digit Barcoded .129 x pcs

3-Digit Bareochd .137 x pcs $

3/5-Digit ZIP + 4 .144 x pcs

3/5-Digit Prison .148 x pc*
Basic Barcoded .162 x pcs =
Basic ZIP + 4 .172 x pcs

Basic .181 x pcs

DOU Saturation WIS .102 x pcs

Entry Carrier Routs .109 x pcs

Mon-Autemation-CompatIbie Letts.
.2067 lb. (3.3067 oz.) of less

bane Saturation W/S .124 x
Carrier Route .131 x
3/5-Digit Presort .165 x / 5
Basic .198 x

MAC Saturation WIS .112 x
Entry Carrier Route .119 x

315-Digit Presort .153 x
Basic .186 x

SCF Saturation W/S .107 x
Entry Carrier Route .114 x

315-Digit Presort .148 x
Basic .161 x

ODU Saturation WIS x
Entry Carrier Route

.102
.109 x

pcs
pcs
pcs. $
pcs

pcs
pee. $

pcs
pcs.

pcs =

pcs.
pcs S

pcs $

pcs

Total - Part A (Carry to front of form) Total - Pert B (Cany to front of form)
94.87

NoMettet - .2067 lb. 13.3067 oz.) or Less

Nene Saturation W/S .127 x pcs
Carrier Route .142 x pcs

315-Digit Presort .187 x pcs

Basic .233 x pcs

BMC Saturation WIS .115 X pcs

Entry Carder Route .130 x Pea $

3/5 -Oigit Prison .175 x pcs

B asic .221 x pcs

SCF Saturation WIS .110 x pcs

Entry Carrier Route .125 x pas.

315-Digit Prison .170 x pea

B asic .216 x as

GOU Saturation W/S .105 x
Entry Carrier Route .120 x

pcs
pet

Al Mel - Mom than .2067 lb. (3.3067 oz.)
Out less than 1.0 lb. (16.0 oz.)

here Saturation W/S .003 x pcs.

Plus .600 x lbs.

Carrier Route .016 x pcs

plus .600 x 'lbs
315-Digit Presort .063 x pcs

Plus .600 x lbs.

Basic .109 x pcs.

plus .600 x lbs

INC Saturation W/S .003 X pcs. S

Entry plus .542 x lbs

Carrier Route .018 x pcs
WWI .542 x Ibs

315 -Digit Presort .063 x pcs.

plus .542 x lbs. II

Basic .109 x pcs $

Plus 542 X lbs

SCF Saturation W/S .003 x pot $

Entry plus .519 a lbs. 4

Carrier Route .018 x pcs

plus .S19 $ lbs

315-Digit Presort .063 x pcs

plus .519 x lbs

Banc .109 x pcs.
plus .519 x lbs

DOU Saturation WM .003 a pcs

Entry plus .496 X lbs

Carrier Route .018 a pcs
plus .496 x lbs.

Total - Pin C Merry hi front of form) Total - Pan D (Carry to front of fermi

PS Form 3602-R, May 1991 (Reverse)
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WRITING -- p. 28/29

altThird-Class Mail (Regular Rates Only)
Statement of Mailing with Permit Imprints

m=
MAILER: Complete all Items by typewriter, pen. or indelible pencil. Peepers in duplicate If you need a receipt.

Post Office of Mailing

S.F. GMF
Date

(current date)

P.'"* "°. 13929
Mailing Statement Seq. No.

Permit Holder's Name Telephone Number
8 Address
(Include ZIP Cods) 08-375-1287

Receipt No.

Processing Category
MUSA 1211)

X Letters
O Flats
O Machinable Parcels
O Irregular Parcels
O Outside Parcels

S Cosby House Inn
643 Light house Avenue
Pacific Grove, CA 93950

2 Name & Address of Individual or Organization for
Which Mails'y is Prepared
1ff other than the permit holder)

No. Seeks

13
Weight of
Single Piece

re. Trays

0

No. OAKS INo. Other

3 2 5 pounds

USPS Authorized Mailing ID Codels)

Total Pieces in Mailing Total Weight of Mailing
575 191.18 lb.

Sacking Based on
0 126 pos. tit 15 lbs. 0 Seth (DMM 641)

Name and Address of Mailing Agent
Of other than the permit holder)

Ace Mailing
2757 16th Street
San Francisco, CA 94103

Check Al That Apply 1USPS Only)

O Centralized Postage Payment

O Rent Loaded to
O Plant Verified Drop Shipment to

0 StAAU Entry at
0 Orig. 0 Den. MO 2IP
0 Orig. Omt. SCF 30 BP
O Orig. 0 Dest. VAC

For bulk mailings of ainemetion-cempetble tenet-Am pieces (see DMM 520). go to Port A on the
reverse of this form.

For bulk mailings of non-subornation compettie letter-Nag pieces tee DMM 12111 weighing .2047 b.
. 13.3067 es.) or lees, go to Pan II on the revetse of this form.

For bulk mating* of non ietterin pieces (see DMM 1281 weighing .2067 b. (3.3067 el.) et Nos.
go to Pan C on the revers* of this form.

For bulk mailings of all pieces Isee DMM 128) weighing mem than .2067 lb. (3.3067 ea.) but
less then 1.0 lb. (18.0 oz.). go to Pan Don the reverse of this form.

Part A

Part B

$

$

Part C

Part D $150.93
Single-Piece Rate 0 or Additional Postage Payment
Mete reasons for Additional Postage)

No. Pieces RnelPiece

Is applicable bulk per piece rate affixed to each piece? (Form 31302PC required)

0 Yes 0 No
Total Postage

-$

$1

gi
W

The signature of 0 mailer certifies OW it 001100 000k for and WHO to pay, subject to appeals prescribed by postal laws and regulations any revenue deficiencies
assessed on this mailing. If this form is signed by on agent, the agent certifies that it is authorized to sign this statement, that thecertification binds the agent
and the mailer and both the Miter and the agent will be liable for and agree to pay any deficiencies.

The submission of a false, fictitious or fraudulent statement may result in Imprisonment of up to 6 years and fine of up to $10.000 (18 USC 10011. In addition.
a civil penalty of up to $6,000 and an additional assessment of twice the amount falsely claimed may be imposed 131 USC 3902).

Hamby certify that all information furnished en this foam Is accurate and trythful, and that this materiel presented qualifas for the rates of
poste** claimed.

Sign/tuns of Permit Holder or Agent "loth principal and *gent are liable for any postage deficiency incurredl Telephone Number

Are the figures at left adjusted from mailer's entries?
liciuridfi If "Yin- Amon

Total Pisces Total Weight

Total Postage

Oyes ;J No

Check One Presort Verification PIR-
O Verif. Not Scheduled 0 famed as Schothiled

Date MOON Notified Contact By initials)

I CERTIFY that this mane has been inspected concerning: 1) eligibility for the of postage claimed; 2) proper preparation
(and anion where required); 3) proper completion of the statement of mailing; and 41 payment of the necessary annual fee.

Signature of Molotov Time AM

PM

Round Stems (Required)

PS Form 3602R. May 1991

2 t J
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Form 3602-R - Third-Class Regular Rate - Permit Imprint
Postage Computation.-- Bulk Rates

Entry Prison/
Discount Automation Net Count
Of Any) Discounts Rate Vcs/Lbs) Charge

Entry Presort/
Discount Automation Net Count
111 Any) Discounts Nee IPCS/LbS) Chirp*

AutensitIon-CormatIble Letter COMM 520)

Now Saturation W/S 124 x pcs $
Carrier Route .131 x pcs a

larcoded ..146 x pcs
3-Digit encoded 154 x pcs
3/5Digit OP + 4 .151 x pcs $
3/5-Digit Presort .165 x pcs -
Basic earaided .179 x pos.. $
B asic ZIP + 4 .189 x pcs
Basic .198 x pcs 4

MC Saturation WfS .112 x pcs -
Entry Canier.Route .119 x pcs $

Baccoded 134 x pos.
3Digit Bemoan .142 x pcs -
3/5-Digit ZIP + 4 .119 x pcs
3/5Digit Presort .153 x pcs -
Maio Barcoded .167 x pcs
Basic ZiP + 4 .177 x pcs
B asic .186 x pet $

SCf Saturation WIS .107 x pcs
Entry Carrier Route .114 x pcs

5-Digit Samoan .129 x pcs -
3-Digit &wooded .137 x pcs $
3/5-Digit ZIP + 4 .144 x pcs $
3/5-Digit Prised .148 x pc*
Basic encoded .182 x pcs $
Basic ZIP + 4 .172 x pcs
Basic .181 x pcs e

DOU Saturation W/S .102 x
Entry Carrier Route .109 x

pcs
pcs -

NortAutarnationCompatIbN Minor
.2067 lb. (3.30117 oz.) or Mu

Nam Saturation W/S .124 x pcs 1
Carrier Routs .131 x pcs
3/5-010 Prison .165 x pcs
Basic .198 x pos.

SW Saturation W1S .112 x pa $
Entry Cann Route .119 x pct i

3/5Digit Presort .153 x pcs
Banc Ale x pea

SC1 Saturation W/S .107 x Pal $
Entry Carrier Route .114 a pcs s 11

3/5-Digit Prison .148 x pcs
Basic .181 x pat $

DOU Saturation WiS .102 x
Entry Carrier Route .109 x

pcs -1
pc.

Total - Part A (Carry to front of fens) Total - Part {(Carty to front of form)

Nonletter - .2047 lb. (3.3067 oz.) or Lem

Nona Saturation WfS .127 x pcs
Carrier Routs .142 x pcs
3/5Digit Presort 187 x pcs
Basic .233 x pc*

MAC Saturation W/S .115 x pcs -
Entry Carrier 1104.411 .130 x pcs

3/5 -Digit Prison .175 x pcs
Basic .221 x pcs

SCF Saturation WfS .110 x poi -
Entry Carrier Rome .125 x pcs

3/5Digit Prison .170 x pct..
Basic .216 x pcs

VDU Saturation W/S .105 x
Entry Carrier Roux .120 x

pea. -
Ks -

Al MiE - More then .2067 lb. 13.3047 oz.)
Out lees than 1.0 16.116.0 oz.)

Nana Saturation W/S .003 x tics
plus .600 x lbs

Carrier Route .015 x pea
plus .600 x lbs

3/5Digit Presort .083 x atEIE
P ita .1100 lbs $

Oasis .109 x pcs
plus . .900 x

11611C Saturation WfS ..003 a pcs $

Entry Plus 542 x lbs 5
Carrie Route .018 x pcs $

Plus 542 x Ito
3/5-Digit Prison .063 x pc*

Plus 542 x lbs 1
Basic .109 x pcs 1

Plus .542 x No $

SCP Saturation W/S .003 x 4411 I
Entry plus .519 x lb.

Cartier Route .018 x pcs
Pita .619 x

3/5Digft Plasm .063 x pos.
Plus .519 x lbs

Salk .109 x
plus .119 x 5

001/ Saturation W/S .003 x pat
Entry Plus .498 ars.

Carrier Routs .015 x Ks.. 1
Plus .4114

Total - Part C (Cana ur frettl if fans) Tots) - Part 0 (Cary is front of form) 150.91

PS Form 3602-R. May 1991 flieversel

276
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Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

44M:21
MAILER: Complete ad items by typewriter. pen. or Indelible pencil. Prepare in duplicate If you need a rondo .

Pest Office of Mailing
S.F. GMF

Data
(current date)

Processing Category
(DMM 1251

platters
0 Fists
0 Machinable Parcels
0 Irregular Parcels
0 Outside Parcels

Uses Authorized Meiling ID Collets)

Permit No.
3901

Meiling Statement Sao. No.

Permit Hoboes Name Number

A Address
fInclude ZIP Code)

Receipt No.

St.. Luke's Methodist
Church
209 Seymour Aveune
St. Michaels, MD 21663

Authorized to use nonprofit Mee (DMM 523)
Ilif Yes ONO

No. Sacks

13

Trays No. Pairs No. Other

Weight of a
Single Piece 6 2. SL goal.
Total Pieces in Meiling

300

Total Weight of Mailing Sacking Based on
0 125 pcs.X) 15 tbs. 0 Both 10Mtvi 6411

I Name & Address of Individual or Organization to
Which Meiling is Pawned
di othsf than the permit holder)

Authorized to use nonprofit retest (DMM 41251

0 Yes 0 No

Name and Address of Mailing Arne
Of other than the permit holder)

Ace Mailing
2757 16th Street
San Francisco, CA

94103

Chick AS That

0 Contrasted
CI Plant Loaded

0 Plant Verified
0 (WU Entry
O Orig. 0 Pest.
0 Orig. 0 Net.
0 Orig. 0 Den.

Apply fUSPS Only)

Postage Payment

to
Drop Shipment to

at
A/0 ZIP
SCF 30 ZIP
BOAC

For bulk meting. of Ilutelywolioompreale
fortetelse pieces thee DMM 520), go to Pan A on the

reverse of this form.

For bulk muting, of nonskasentrilon campistile
lettersite pieces (see DMM 1211) weighing .2002 b.

13.3314 oz.) or bee. go to Part II on the reverseof this form.

For bulk mailings of how letter-sise piece. (see
DIM 12111 within/ .2062 b. (34314 et.) sr hes.

go to Port C on the reverse of this form.

I For bulk mailings of ad pieces Wee DIM 1251
weighing meld then .2062 b. (3.3314 ist.) but

lees then 1.0 lb. (16.0 at.), go to Part 0 on the ronnse of this form.

Part A S

Part B $

a m Pan C $

Part D 78.49

Single Piece sate 0 or Additions; Postage Payment
Stets MOM for Additional Postage)

No. Pisces OsteNiace $

Is *placable bulk per piece rate affixed to sect. piece? Bonn 31102PC Total Postal
O Yes 0 No

78.49

,I
:I
2
1V

The signature of a mean certifies Met: (II the mailing does not violate 0MM 625; 2) only the Mellor's manse is being moiled; 13

mailing with other persons or organizations that are not authorized to moil at model bulk third-cises Mee st this office: 14) this Mann.

by the mailer on behalf of or produced for another person or orga nization not authorized tomet at special is* trirthclese rotes et this

hob* for to to inputs by laws any deficiendes this

this is not a cooperative
hes not been underthken
Office: end (SI it will be
means. another ON to
to align this atittlanlint,

te ply any defitalintills. I
end agrees pay. subject prescribed postal and rr,--iiinions, revenue asseesed on

finding that the moiling is cooperative or foe other reasons. Of this form is signed wry an spent. the so ne certifies the It is But suited

that the condication binds the agent and thenonprofit mei*, and that both the nonprofit mailerand the agent wig be belie ter and ores

The submission of a Mee. fictitious or fraudulent statement
may result in inuoiterenent of up to I yearsand a lane Ow to 1110.000 MI USC 1001). ln addition,

a civil penalty of up to 118.000 and anadditional INSSinnint of twice the amount felesly cleirrM mey 110 imposed 131 USC 3102).

I hereby witty that ad inhumation furnished on this form Is socumbe and truthful, and Met dde metsdel preowned undIfies terthe totes ef

postage claimed.
Signature of Permit NOON or Agent illoth principal

and agent ere liable for any postage doficioncY. incurred)

.

ITemensna Number

le

Single Piece
Weight -- pounds

Are the figures it left adjusted from 'haiku's antnes? 0 Yes 0 No

Total Pieces Total Weight

Total Ponape

If "Yee- Reason

Check One Presort Verification Per.

0 Vent. Not Scheduled 0 formed ail Scheduled

Data Mailer Notified Contact by enitiele)

hound Stamp Illequirtml

I CERTIFY that this mailing has
hien inspected concerning:1) eligibility for the rate of postage claimed: 2) prow 0m00,10000

land presort where required); 3) proper completion of the statement of mailing: and (4) payment of the required ennui fee.

Signature if Weigher
Tine AM

PM

PS Form 3802N, May 1991
Runde! Document - Fanned to Fiume Office
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Form 3602-N - Third-Class Nonprofit Rate - Permit Imprint
Postage Computation - Bulk Rates

Entry
Discount
(It Anyi

Presort/
Automation
Discounts

Net Count
Rats 1Pcs/Lbs) Charge

Entry
Discount

Anyl

Presort/
Automation Net Count
Discounts Rate tPcs/Lbs) Charge

Automation-CompetiMe Letter (06161 520)

.

None Saturation W/S .071 x pro. $
Carrier Rowe .074 x pcs $

Barcodird .091 x pos.
3Digit Bercodsd .011e x pcs
3/5-Digit ZIP + 4 .094 a pct..
3/5-Digit Presort .098 x pcs.
Basic earembid .094 x pos..
Basic ZIP + 4 .104 x pet
Bask .111 x pcs

MC Saturation W/S .059 x
Entry Can* Routs .062 x

5-Digit Bareedod .069 a pcs
eareodsd .076 x pcs.

34-Digit ZIP + 4 .082 x pas.
3/5-Digit Promo .086 x pee.
Basic tarroded .082 x pea
Bask 2IP + 4 .092 x pas.
Basic .0149 x pcs.

sCF Saturation W/S .054 a pos...
Entry Cathie Routs 057 x pea.

Barcoded .064 x pea
3-Digrt Barcodad .071 x pcs $
3/5-Digit ZIP + 4 .077 x pea.
3/5Digit Presort .091 x pcs
Basic larcoded . .077 a pcs.
Ilariie ZIP + 4 .097 x pes
Basic .094 x pea.

WU Saturation W/S 049 x pcs -$
Entry Carr* Route .052 x Des..

NonAutomation Compatible letter
.2082 b. (3.3314 oz.) or less
Nam Saturation W/S .071 x pcs

Carrier Route .074 x pet ,e
3,5-Digit Presort .098 x pos.
Basic .111 a pcs $

WC Saturation WIS .059 x pcs -
Entry Carrier Rout* 062 x pcs $

3/5Digit Presort .086 x pro
Sok 099 x pcs

[Cr
Entry

Saturation W/S .054 x pcs
Cartier Routs .057 x pro $

3/5-Digit Presort .081 x pcs -
Basic .094 x pes $

WU Saturation a
Entry Cattier Routs .052 x

pee -$
pcs -$

Total - Part A (Carry to front of Penn) Tsui - Port III (Cam is tram at form)

tionletter - .2082 16.13.3314 oz.) or Lass

Nene Saturation W/S .073 x
Can* Routs .090 x
3/5-Dicit Presort .111 a
Stoic .125 x

buoy

ICC
Entry

Saturation W/S .061 a
Carnet Route .061 x
3/5-Digit Protract .099 x
Usk .113 x

Saturation W/S .056 a
Carrier Route .063 a
3/5-Digit-Presort .094.
Omsk .106 a

DOU Saturation WIS .05i a
Entry Carrier flout* .068 a

pcs..
pcs.
pee. $
Pte.

pee r
pc*
pcs
pea -

pcs e,
pcs
pea
pcs e.

pc* $
pea.

AB Meg
But Ups

- More than .2082
then 1.016. 116.0

6. (3.3314...)
oz.)

None Saturation W/S 002 x pas.-
Plus .341 x lbs

Carrier Route
plus

3/5-Digit Presort
Wut

.009 x
S.341 x S*

.040.
pcslbsPcsi

.03:41 3 6 6 4Bache a. ".$

ILO .341x lbs.

sePC Saturation W/S .002 x pcs
Entry Plus .283 x lb.

Carrier Route .009x pcs. $
files .283 x lbs

3/5-Digit Pissed .040 x pus.
Plus .283 x lbs. $

Basic .054 x pcs
.283 x lbe

SCF Saturation W/S .002 x pcs
Entry Plus .280 x lbs. -

Carrier Routs .009 x pea
Pto .280. lbs

3/S-Digit Presort .040 x pea
.280 x Ito

Basic .054 Ir pcs. $

Plus .2110 x lbs

DOU Saturation WIS 002 x pcs
Berry pass .237 r lbs. e,

Carrier Route .008x pet
Plus 237 x lbs -

Total - Part C (Carry to front of fern) Total - Piet 0 (Carry to fret* of farm) 78.49

PS Form 3802-Pd, May 1881 (Mews./
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GETTING READY -- p.31

1. YES
2. YES
3. NO
4. YES
5. YES

READING -- p.33

1. NO
2. NO
3. YES
4. YES
5. YES

UNITS

6.
7. Less than 0.3314 lb.
8. Letter
9. $0.035
10. $20.13

WRITING -- p.33

(see next page.)
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Statement of Mailing with Meter or Precanceled Postage Affixed
Bulk Third-Class Mail (Regular or Nonprofit Rates)

Method of Payment
kl Meter Postage
0 Precanceled Stamps

MAILER: Complete all items by typewriter, pen, or indelible pencil. Use Form 3606 if you need a receipt.
Post Office of Mailing

S.F. GMF
Date

(current date)
Permit Na.

123456
Mailing Statement Seq. No.

Permit Holder's Name
& Address
(Include ZIP Code)

Telephone Number

415-863-4223

Processing Category
COMM 128)
O Letters
§tFiats
n Machinable Parcels

Receipt No. 0 Irregular Parcels
0 Outside Parcels

Ace Mailing
2757 16th Street
San Francisco, CA 94103

Authorized to use nonprofit rates? IDMM 6251'
LI Yes DE No

No. Sacks

10
Weight of a
Single Piece

No. Trays No. Pellets No. Other

. Si. Q pounds

USPS Authorized Mailing ID Cadets}

Total Pieces in Mailing

300

Total Weight of Mailing

1 50

Sacking Based on
0 125 pcs. fx 15 lbs. 0 Both (DMM 6411

Name & Address of Individual or Organization for
Which Mailing is Prepared
llf other than the permit holder)

John Doe
123 -1st Street
San Francisco, CA 94100

Authorized to use nonprofit fates? (DMM 6251'

U Yes at No

Name and Address of Mailing Agent
Ilf other than the permit holds

Check All That Apply (USPS Only)

O Centralized Postage Payment
0 Plant Loaded to
0 Plant Verified Drop Shipment to
0 DMM 144.8 Drop Shipment to
O BMAU Entry at
0 Orig. 0 Dest. A(C) ZIP
0 Orig. 0 Dist. SCF 30 ZIP
0 Ong. 0 Dest. BMC

For bulk mailings of automation-compatible letter-size pieces Ises OMM 520) go to Part A on the
reverse of this form.
For bulk mailings of non-automation compatible letter-size pieces (see DMM 1281 weighing
.2067 lb. 13.3067 oz.( or less (or .2082 lb 13.3314 oz.l or less for nonprofit), go to Part B on the
reverse of this form.
For bulk mailings of non letter-size pieces (see DMM 1281 weighing .2067 lb. 13.3087 oz.) or less
(or .2082 lb. 13.3314 oz.r or less for nonprofit). go to Part C on the reverse of this form.
For bulk mailings of all pieces (see DMM 128) weighing more than .2067 lb. 13.3067 oz.) (or .2082
lb. 13.3314 oz.l for nonprofit) but less than 1.0 lb. 116.0 oz.). go to Pan D on the reverse of this
form.

a
o

>
t

ti

Part A $

Part B $

Part C $ 33.3

Part 0 $

Single-Piece Rate 2 or Additional Postage Payment
(State reasons for Additional Postage)

No. Pieces Rate/Piece

Is additional bulk pound rate paid by permit imprint? (3602.R or N requireoi 7.2 Y N Total Postage --o-
Postne affixed at (Check one) 0 COMM Rate 0 Lowest Rate 0 Neither (DMM 681.324) 33.3

o

'.t

The signature of a mailer certifies that: Ill the mailing does not violate DMM 625; 121 only the mailer's matter is being mailed; (3 this is not e cooperative
mailing with other persons or organizations that are not authorized to mail at special bulk third-class rates at this office; I41 this mailing has not been undertaken

by the mailer on behalf of or produced for another person or organization not authorized to mail at special bulk third-class rates at this office; and (5) it will be
liable for and agrees to pay. subject to appeals prescribed by postal laws and regulations, any revenue deficiencies assessed on this mailing, whether due to
a finding that the mailing is cooperative or for other reasons. (If this form is signed by an agent. the agentcertifies that it is authorized to sign this statement.
that the certification binds the agent and the nonprofit mailer, and that both the nonprofit mailer and the agent will be liable for and agree to pay any deficiencies.)

The submission of a false. fictitious or fraudulent statement may rest& in imprisonment of up to 5 years and a fine of up to $10.000 (18 USC 1001). In addition,

a civil penalty of up to $5.000 and an additional assessment of twice the amount falsely claimed may be imposed 131 USC 38021.

I hereby certify that ail information furnished on this form is accurate end truthful, and that this materiel presented qualifiesfor the rates of

postage claimed.
Signature of Permit Holder or Agent (Both principal and agent ere liable for any postage deficiency incurred) Telephone Number

O

Ut

Single Piece
Weight

Are the figures at left adjusted from mailer's entries? 0 Yes 0 No
Pounds If "Yes" Reason

Check One Presort Verification Per -

0 Vent Not Scheduled 2 formed as Scheduled

Date Mailer Notified Contact

I CERTIFY that this mailing has been inspected concerning; 1) eligibility for the rate of postage claimed; 2) properpreparation

(and presort where required); 3) proper completion of the statement of mailing; and 4) payment of the required annualfee.

Signature of Weigher Time AM

PM

By (Initials)

Round Stamp (Required)

PS Form 3602-PC, May 1991 Financial Document - Forward to Finance Office

2
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Form 3602-PC Third-Class Regular or Nonprofit Rates Postage Affixed
Postage Computation Bulk Rates

Entry Presort/
Discount Automation Net Count
Of Any) Discounts Rate Moulin) Charge

Entry Presort)
Discount Automation Net Count
Of Any) Discounts Rata IPcs/Lbs) Charge

Automstion-Compatibio Low (DMM 520)

Nene Saturation W/S pcs - $
Carrier Route pas -
5.Digit Brooded a PCS -
3-Digit Barcoded a pes - $
3/5-Digit ZIP + 4 a pcs -
315-Digit Prison a pcs ii
Basic Barcoded a pcs - C
Basic ZIP + 4 x pee . $
Basic x pea..

INC Saturation W/S x Kr.
Entry Carrier Route a pcs - *

5-Digit Bercoded x pcs =
3-Digit Bareoded x pcs.. 8
3/5-Digit ZIP 4 . a pcs . S
3/5-Digit Prison x pcs -
Basic Barcoded x pas =
Basic ZIP + 4 x pcs =
Basic x pcs = $

SCF Saturas::n W/S x pcs -
Entry Carrier Route x pcs =

5-Digit Sweated x pee -
3.Digit Bareochid a pcs -
3/5-Dign ZIP 4- 4 a pcs - $
3/5-Digit Presort x pcs -
Basic Barcoded a pcs =
Basic ZIP + 4 a pcs -
Basic x pea .

DM Saturation W/S a pcs - $
Entry Carrier Route a pcs .,

Non-Automation-COmpstible Letter .2067 lb. (3.3067 oz.) or less
1.2082 lb. (3.3314 oz.) or less for nonprofit)

Nene Saturation WIS x pcs..
Cruder Route x pcs.
3/5-Digit Presort x pea. ix
Basic x pee

MC Saturation W/S x pcs
Entry Carr* Rout. a pes.. $

3/5-Digit Prison pcs..
Basic a pcs.. $

SCE Saturation WIS a pcs.. $
Entry Carrier Rout. a pos. -

3/5-Digit Presort x pes.. f
Basic a pos.. $

DDU Saturation W/S pcs. $

Entry Carrier Route pcs $

Total - Port A (Carry to front of form) $ Total - Part a (Carry to front of form)

Nonletter - .2067 lb. (3.3067 oz.) or Nu
(.2012 16.(3.3314 oz.) or less for nonprofit)

None Saturation W/S x pcs $
Carnal' ROW* X pcs

3/5-Digit Pesort 1.1k 300 pea
Basic x pcs

'MC Saturation WIS pas $
Entry Carrier Route pcs -

315-Digit Presort pcs
Basic pcs $

SCE Saturation W/S pcs
Entry Carrier Route x pea

315-Dogit Presort x pas
Basic a pcs

DOU Saturation W/S x pea -
Entry Carrier Route x pcs

All Mal - More than .2067 lb. 13.3067 oz.)
(.2082 lb. 13.3314 oz.) for nonprofit) but less than 1.0 lb. (16.0 oz.)
Enter di* applicable rate applied to each piece computed as doscribod
in OMM 611.242

Nees Saturation WS x pos.. $
Carrier Route x tics -
3/5-Digit Presort x pcs
Basic x pcs .

VAC Saturation W/S a pcs -
Entry Carrier Rout* x pcs xi

3/5-Digit Presort x pas - a
Basic x pcs . $

SCE Saturation wis x pcs - 8
Entry Carrier Route x pcs .

3/5-Digit Presort x pcs. - $
Basic x pcs .

DDU Saturation W/S x pcs
Carrier Route a pot

Total - Part C (Caws to front of form) 33.3 Total - Pert 0 (Carry to front of form) $

PS Form 3602-PC, May 1991 /Reversal

BEST COPY AVAILABLE
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MatogRINIPA

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by
the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 26 year-old, non-profit, community-based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC's training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California's labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company president, Ms. Gwen
Kaplan, is the recipient of this year's "Excellence In Business"
award from the S.F. Chamber of Commerce. She was also awarded "The
Small Business of the Year" by the California Small Business
Administration. Ms. Kaplan is the president of San Francisco's
Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce to maximize productivity. This translates into workers'
ability to read and understand work orders, and to perform job

tasks independently. Encouraging the workers to actively
participate at the workplace is also a goal of the company. Both
management and employees agree the ability to communicate in the
English language is the key to enhancing performance.

GvJ



Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the management,
supervisors and workers to conduct a needs assessment at the
workplace. The team also conducted observations and participatory
work to identify specific job and communicative skills required at
Ace Mailing, Inc. From these assessments, CRDC was able to design
a curriculum to facilitate better communication between workers and
management, and to enable workers to understand written work orders
as well as follow oral instructions.

Project EXCEL's staff worked closely with management and workers at
Ace Mailing, Inc. and received consistent feedback from the Ace
Mailing management and workers before the curriculum was finalized.
The curriculum consists of 6 modules. The content and objectives
of the modules are explained inside each one.

project1111111.11.1.111s C E

001'
EDUCATION PARTNER

CRDC
655 Geary Street
San Francisco, CA 94102

Staff

Mabel Tong, Executive Director

Sharon Tu, Project Coordinator

David Hemphill, External Evaluator

Drew Westveer, Curriculum Developer
and Illustrator

Chris Shaw, Counselor/Instructor

Pennie Lau, Counselor/Instructor

Oscar Ramirez, Counselor/Instructor

11

BUSINESS PARTNER

Ace Mailing, Inc.
2757 16th Street
San Francisco, CA 94103

Personnel

Gwen !Caplan, President

George Hamilton, Account Executive

Mitchel Darrow, Administrative Manager

Tony Rivera, Production Manager
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TEACHING GUIDE

Curriculum Design and Description

This curriculum is designed to assess and correct specific areas of
difficulty in pronunciation. By starting with the individual
sounds of the letters of the alphabet, the teacher can identify
which sounds and combinations of sounds are difficult to pronounce
and use these to develop lessons. The module focuses on sounds
specifically chosen for the Hispanic students at ACE Mailing.
Excellent texts have been written on pronunciation difficulties
unique to Spanish speakers. The exercises in these texts were
adapted for this module, designed for a specific student population
with work-related pronunciation needs. Thus, the material was made
relevant and contextual at every opportunity.

UNIT 1: The Alphabet

Part 1
This exercise is a foundation to the module. It serves to
introduce or reinforce the names of the letters. And by going
through each of the sounds of the letters one by one, it can
reveal problems the students have in pronunciation. Certain
combinations of sounds may cause confusion for the students, (i.e.
G-J, A -H, E -I -A). These may be highlighted and used in Part 2.

Part 2
This exercise focuses on specific letter combinations that may
provide difficulties for the students. Letters may be taped, each
letter sounded twice. ltudents provide the correct answers at the
end of the exercise. Teacher writes the answers on the board.

Part 3
The following exercises, providing practice with names, tie in with
Module 4. Exercise 3 may also be taped, each name sounded two or
three times. Students write their ansAars on the board to practice
writing, to get them out of their secl,s and for assistance from
classmates in correction.

Part 4
Five names are given to the first student to dictate to his

partner. Then, five are given to the second to dictate to the
first student. The students alternate practice in reading/speaking
with listening/writing. They may correct each other within their
group.

iii
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UNITS 2,3 and 4: Pronunciation

Acknowledgement: The exercises in Units 2,3 and 4 are adapted from
English Pronunciation for Spanish Speakers, Paulette Dale and
Lillian Pow:, Prentice Ball, 1986.

The3e units introduce two sounds separately and then provide
exercises that combine them. The exercises are very structured so
it is important to look for opportunities throughout the lessons to
introduce workplace-based communicative activities. The focus of
these exercises is on sound production rather than meaning and on
learning to recognize letters and letter combinations that form a
particular sound. Even so, many opportunities will arise to answer
student-generated questions regarding vocabulary and grammar.

In the Listen and Repeat exercises, it is important to include as
many words as possible from the worksite. The activity will be
more meaningful and relevant to the students, it will reinforce the
language they produce while at work, and it will decrease the time
spent on explaining new vocabulary items. For material, I
incorporate words and phrases that the students may hear and
produce at work, relevant cultural notes, and language items taken
from previous Modules.

In the exercises that require the students to circle the letters in
each word that produce a certain sound, I ask the students to tell
me which letters they circled and then write these in columns on
the board. This helps reinforce the teaching point that there are
different letters and combinations of letters that all produce the
same sound. The idea is that the students will learn to look for
these familiar cues while reading to aid them in pronunciation.

After the students listen to the dialogues and practice reading
them several times, I ask them to pick out the words that contain
a certain sound line by line. Each line of the dialogues is
numbered for this reason. The words are written on the board and
are thus isolated for further pronunciation practice. The students
can also make note of these words to take home and practice.

Additional Sources Consulted

Pronunciation Contrasts in English, Don L.F. Nilsen and Aileen Pace
Nilsen, Regents Publishing Company, Inc.

Pronunciation Pairs, Ann Baker and Sharon Goldstein, Cambridge
University Press, 1990.

iv



OBJECTIVES OF MODULE 6

All of the modules in this series were designed to help employees
of ACE Mailing develop communication skills and strategies to
improve job performance. Effective communication on the job
involves not only understanding co-workers and supervisors but
being understood. This module provides exercises to assess and
practice areas of difficulty in pronunciation. The exercises are
set within a contextual framework that is familiar to the students
and will ideally provide them the opportunity to transfer what they
learn from the classroom to the workplace.

The specific objectives of this module are to:

1. identify sounds and combinations of sounds that are
difficult for students to pronounce.

2. isolate these sounds in a series of Listen and Repeat
exercises.

3. introduce words from the workplace that contain these
sounds.

4. provide pronunciation practice in the form of a
contextual, workplace-based dialogue.

v
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UNIT 1: THE ALPHABET

LISTENING/SPEAKING: Listen to your teacher and repeat the names of
the letters.

A B C D E F G H I J1( L M

N O P Q R S T UV W X Y Z

LISTENING: Listen and circle the letter you hear.

1. G J 11. G J

2. A H 12. A H

3. B V P 13. B V P

4. E I A 14. E I A

5. D T 15. D T

6. S F 16. S 'F

7. K Q 17. K Q

8. M N 18. M N

9. Z C 19. Z C

10. U V W 20. U V W

1
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LISTENING/WRITING: Listen and spell the names you hear.

1. 8.

2. 9.

3. 10.

4. 11.

5. 12.

6. 13.

7. 14.

15.

LISTENING/WRITING: Listen to your partner and write the names.

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

2



UNIT 2: YELLOW JELLO

LISTENING/SPEAKING: Listen and repeat.

job
July
junk
jet
gym
germ
just
joking

edges
adjust
manager
damaged
fragile
injure
danger
suggestion

age
page
large
edge
package
postage
storage
orange

LISTENING/SPEAKING: Listen and repeat the following words. Then
circle the letters in each word that have the sound of "J".

January

juice

June

adjust

enjoy

package

language

George

change

charge

LISTENING/SPEAKING: Listen and repeat.

1. Just a moment.
2. My job is putting the postage on the
3. George mailed a large package.
4. The permit imprint is at the edge of
5. I just finished putting the stickers
6. Gwen is going to Georgia in July.

3

bridge

knowledge

judge

fridge

edge

package.

the package.
on the large package.



LISTENING: You are mailing a package overseas. Circle the
countries or cities that have the "J" sound.

Java Guatemala Jerusalem Greece

England Germany Jamaica Hungary

Japan Greenland Algeria Egypt

Belgium Argentina China Luxembourg

SPEAKING: Practice with a partner. Use the names of the
countries from the list above that have the sound of "J".

Student A: "Where are you sending this package?"

Student B: "I'm sending the package to

SPEAKING: Can you think of other words with the sound of "J" to
fill in the blanks?

Examples: Georgetown Julie's house

Angel Island

4
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LISTENING: Listen carefully to the following words. Do you hear
the sound of "J"? Circle TES or NO.

Example: (gym)

1. YES NO

2 YES NO

3. YES NO

4 YES NO

5. YES NO

6. YES NO

7. YES NO

8. YES NO

9. YES NO

10. YES NO

5

NO
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GETTING READY: Practice the following words in Spanish that have
the sound of "Y".

playa polio hielo ilamar

LISTENING /SPEARING: Listen and repeat.

yes onion
you human
yellow cucumber
use beyond
unit beautiful
year regular
yesterday refuse

LISTENING /SPEARING: Listen and repeat the following words. Then
circle the letters in each word that have the sound of WY".

you union uniform

your California music

yes Virginia cute

yogurt million usually

yellow onion refuse

6
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LISTENING/SPEAKING: Listen and repeat.

1. How are you today?
2. Excuse me.
3. May I help you?
4. Did you get your labels?
5. How many years have you worked at ACE?
6. Yesterday we mailed a million packages!
7. The yellow stickers have not yet arrived.
8. Do you know how to use the meter machine?
9. Do you listen to music when you're working?

LISTENING: Listen carefully to the following words.
the sound of "J" or the sound of "Y"? Circle J or Y.

Example: (joke) Y

1. J Y

2 J Y

3. J Y

4 J Y

5. J Y

6. J Y

7. J Y

8. J Y

9. J Y

10. J Y

7
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SPEARING: Practice the following dialogues.

Dialogue I

ACE Employee:

Customer:

ACE Employee:

Customer:

ACE Employee:

Customer:

ACE Employee:

Customer:

ACE Employee:

Customer:

ACE Employee:

Customer:

Hello!

Hello! How are you?

Fine. Thanks. And you?

Greatl Is your boss in yet?

No. She just left.

Do you know when she'll be back?

Well, she just went to lunch with Mayor
Jordan.
I see. Will you tell her I was here?

Yes. Your name?

Yolanda Johnson.

And your telephone number?

She can reach me at my office on University
Avenue.

8
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Dialogue II

AAinhisw_._ormaisseassi

(1) ACE Employee:

(2) Jogger:

(3) ACE Employee:

(4) Jogger:

(5) ACE Employee:

(6) Jogger:

(7) ACE Employee:

(8) Jogger:

(9) ACE Employee:

(10) Jogger:

(11) ACE Employee:

(12) Jogger:

Excuse me! Do you know where University Avenue
is?
Yes, I do. It's just beyond Canyon Street.

Where is Canyon Street?

Do you see the yellow Jeep?

Yes. It's across from the large schoolyard.

Then do you see a Japanese restaurant?

The Magic Onion! I ate lunch there yesterday!

Did you have the gingered yams?

Yes. And the delicious yellow jello!

You'll see University Avenue from there.

Thank you for your help. You're very nice.

You're welcome. Goodbye.

9
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UNIT 3: TIIPME TREES

GETTING READY: Form the sound of "TH" by placing your tongue
between your teeth. Practice by saying:

THANK YOU.

LISTENING/SPEARING: Repeat the following words. Place your tongue
BETWEEN your teeth for "TH" and BEHIND your teeth for "T".

"TH" "T"

three tree
threw true
thought taught
thin tin
thigh tie
tenth tent
both boat

LISTENING: Listen and repeat. Where do you hear the sound of
"TH", at the beginning, middle or end?

thumb bathtub north
think toothpaste south
thirsty thirty-three worth
through two-thousand month
thousand birthday mouth
thigh anything length
thanks something width
thick nothing fourth
thin healthy fifth
Thursday teeth

10
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LISTENING: Listen carefully to the following words. Where do you
hear the sound of "TB"? Circle Beginning, Middle or End.

Example: (thousand) Beginnin Middle End

1. Beginning Middle End

2. Beginning Middle End

3. Beginning Middle End

4. Beginning Middle End

5. Beginning Middle End

6. Beginning Middle End

7. Beginning Middle End

8. Beginning Middle End

9. Beginning Middle End

10. Beginning Middle End

LISTENING: Listen carefully to the following words. Do you hear
the sound of "TH" or the sound of "T"? Circle TH or T.

Example: (thumb)

1. TH T

2 TH T

3. TH T

4 TH T

5. TH T

6. TH T

7. TH T

8. TH T

9. TH T

10. TH T

11

T
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SPEAKING: Practice the following dialogue.

Dialogue III

(1) Receptionist: Good morning. May I help you with something?

(2) ACE Employee: Is this the Three,Trees Import Company?

(3) Receptionist: Yes, it is.

(4) ACE Employee: I'm here to see Yolanda Johnson.

(5) Receptionist: Ms. Johnson isn't in, but I'm Thelma Thornton,
her assistant.

(6) ACE Employee: Pleased to meet you. I'm Ruth from ACE
Mailing. I think there is a job for us this
month.

(7) Receptionist: Yes, we have 30 thousand envelopes to mail.

(8) ACE Employee: Did you say 13 thousand?

(9) Receptionist: No. 30 thousand. It's a big job.

(10) ACE Employee: That's the truth! But ACE can mail anything
for you. And we're thorough and efficient.

(11) Receptionist: I thought so. Thank you very much.

12
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UNIT 4: CHINESE SHOES

GETTING READY: Practice the following Spanish words with the sound
of "CH".

chile chocolate mucho ocho

LISTENING/SPEAKING: Listen and repeat the following words. Then
circle the letters in each word that have the sound of "CH".

church suggestion kitchen picture

change question watch culture

much

each

LISTENING: Listen and repeat. Where do you hear the sound of
"CH", at the beginning, middle or end?

chair teacher reach
Cheshire question touch
cheap kitchen sandwich
China picture batch
cheek potato chip which
chew suggestion bench
chilly future bunch
check culture March
change nature ouch
charge matching lunch

13
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LISTENING: Listen and repeat.

1. Watch out!
2. Oscar likes cherry pie and chocolate chip cookies.
3. How much does the meter machine weigh?
4. Olga ate a cheese sandwich for lunch.
5. Which labels should I use?
6. The Cheshire labels are on the chair.
7. The teacher chose Miverva to answer the question.

LISTENING: Listen carefully to the following words. Where do you
hear the sound of "CE"? Circle Beginning, Middle or End.

Example: (chair) Middle End

1. Beginning Middle End

2. Beginning Middle End

3. Beginning Middle End

4. Beginning Middle End

5. Beginning Middle End

6. Beginning Middle End

7. Beginning Middle End

8. Beginning Middle End

9. Beginning Middle End

10. Beginning Middle End

14
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GETTING READY: The sound of
Practice by saying:

shoe machine

"SH" may be a new sound for you.

English

LISTENING/SPEAKING: Listen and repeat.

shut

sure

shop

shipment

shipper

she

shelf

shiny

shape

special

delicious

mushroom

ocean

insure

tissue

machine

conversation

caution

information

vacation

production

fish

rush

cash

push

brush

wish

finish

Spanish

English

SPEAKING: Now, say each word above and circle the letters in each
word that have the sound of "SE".
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LISTENING/SPEARING: Listen and repeat.

1. Shut off the machine.
2. I wish you would fix the meter machine.
3. I speak English and Spanish.
4. Send this package to Chicago.
5. Will you share your lunch with Olga?
6. Are you finished putting on the Cheshire labels?
7. After work I'm going shopping for a new shirt.
8. I am too short to reach the meter machine.

LISTENING/SPEARING: Listen and repeat.

chair - share
cheat - sheet
chew - shoe
choose - shoes
which - wish
witch - wish

cheap - sheep
cheese - she's
chip - ship
chop. - shop
catch - cash
watch - wash

LISTENING:
the sound of

Example:

Listen carefully to the following words. Do you hear
"CH" or the sound of "SE "? Circle CR or SE.

(machine) CH SH

1. CH SH

2 CH SH

3. CH SH

4 CH SH

5. CH SH

6. CH SH

7. CH SH

8. CH SH

9. CH Si

10. CH SH

16
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SPEAKING: Practice the following dialogue.

Dialogue IV

(1) Customer:

(2) ACE Employee:

(3) Customer:

(4) ACE Employee:

(5) Customer:

(6) ACE Employee:

(7) Customer:

ACE Employee:

Customer:

ACE Employee:

Good morning. Yolanda Johnson speaking.

Good morning. This is Mitchel with ACE
Mailing. May I help you?

We received a shipment of Chinese shoes. And
we want to mail a special promotion to reach
all sections of the city.

May I make a suggestion? You should print the
brochures in Spanish and English.

Great ideal Is there an additional charge for
a rush order?

This will be ready on Thursday for no extra
charge.

I wish everyone were as efficient as ACE
Mailing! I'm sure glad this is finished. Now
I'm going on a short vacation!

Where are you going?

I'm going shopping in Chicago.

You should check the temperatures. It can be
chilly there in March.

17
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Module 6

Listening Script and Answer Key
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Listening (page 1)

1.

Unit 1: The Alphabet

11. J
2. H 12. A
3. V 13. B
4. E 14. A
5. D 15. T
6. F 16. S
7. 17.
8. M 18. N
9. 19. C
10. U 20. W

Listening /writing (page 2)

1. ALICE 8. JANICE
2. ELISSA 9. GWEN
3. ELAINE 10. EDWIN
4. ALLEN 11. WALTER
5. HENRY 12. BETTY
6. TAMARA 13. STEPHEN
7. RICHARD 14. MONICA

15. HELEN

Listening/Writing (page 2)

1. MICHAEL 6. FRANCES
2. CHRISTINE 7. CATHERINE
3. JENNIFER 8. CHRISTOPHER
4. LAUREN 9. JEFFREY
5. TERRY 10. WILLIAM

Unit 2: Yellow Jello

Listening/Speaking (page 3)

Column 1 Column 2 Column 3

-dg-
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Listening (page 4)

Java Jerusalem
Germany Jamaica

Japan Algeria

Belgium Argentina

Listening (page 5)

1. (July) YES
2. (yellow) NO
3. (yes) NO
4. (large) YES
5. (postage) YES
6. (danger) YES
7. (your) NO
8. (inches) NO
9. (January) YES
10. (choose) NO

Listening/Speaking (page 6)

Column 1

-y-

Listening (page 7)

1. (your)
2. (joke) J
3. (package) J
4. (yellow)
5. (year)
6. (unit)
7. (jello) J
8. (jail) J
9. (jet)
10. (use)

Column 2

-io-
-ia-

Egypt

Column 3

-u-
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Unit 3: Three Trees

Listening (page 10)

Column 1 Column 2

Beginning Middle

Listening (page 11)

1. (thank) Beginning
2. (something) Middle
3. (thumb) Beginning
4. (tenth) End
5. (month) End
6. (toothbrush) Middle
7. (thoughtful) Beginning
8. (nothing) Middle
9. (both) End
10. (thin) Beginning

Listening (page

1. (tree)

11)

T
2. (math) TH
3. (booth) TH
4. (month) TH
5. (tin) T
6. (Thursday) TH
7. (tent) T
8. (sheet) T
9. (both) TH
10. (something) TH

Column 3

End

Unit 4: Chinese Shoes

Listening/Speaking (page 13)

Column 1 Column 2

-ch- -ti-

Column 3

-tch-

3

Column 4

-tu-



Listening (page 13)

Column 1 Column 2

Beginning

Listening (page 14)

Middle

1. (catch) End
2. (teacher) Middle
3. (ouch) End
4. (change) Beginning
5. (sandwich) End
6. (chocolate) Beginning
7. (kitchen) Middle
8. (March) End
9. (chicken) Beginning
10. (watch) End

Speaking (page 15)

Column 1

-sh-
-s-

Listening (page 16)

Column 2

-ci-
- sh-
-ce-
-s- -ss-
- ch-
- ti-

1.
2.

(shop),
(shoe)

SH
SH

3. (switch) CH
4. (chose) CH
5. (shipper) SH
6. (China) CH
7. (sheet) SH
8. (production) SH
9. (catch) CH
10. (wish) SH

Column 3

End

Column 3

-sh-


